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Changes in force: CI and C2

Fo

o AR .600-17
*C2
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 2 WASHINGTON, D.C., 28 May 1969
PERSONAL—GENERAL

THE DIVISION PERSONNEL SUPPORT SYSTEM
ORGANIZATION AND PROCEDURES

Effective 15 July 1969
AR 600-17, 5 May 1964, is changed as follows:

1. Numerous outdated procedures have been reseinded and, in many in-
stances, reference made to comparable procedures in DA Pamphlet 600-8
(The Unit Personnel Officer’s Guide) for information and general guid-
ance on processing personnel management actions,

2. Effective with the-conversion of the Military Service Number (MSN)
to the Social Security- Account Number (SSAN) as announced by Head-
quarters, Department of the Army, the SSAN will be used as a means of
personnel identification in lieu- of the MSN whenever prescribed in this
regulation.

3. Procedures which have been updated reflect the use of DA Form 2496
(Disposition Form). Pending revision of other procedures, the user will
utilize DA Form 2496 in lieu of DA Form 1049 (Personnel Action).

4. In some instances the term MPRJ is used to refer to 201 file; in others
the term 201 file is used. Until revision ia completed, the terms should be
considered as synonymous, ’

5. Material which has been modified or added is indicated by a star.

6. Remove old pages and insert new pages as indicted below:

‘/Remove pages Insert pages
ithrough iii - .. ... oo i through iii
1-1 and 1-8 e meeeaaa- 1-1 and 1-2
8-l and 2~2 | e 2-1 and 2-2
A2-1 through A2-3 .__ ... .__.__ e eeaaaes A2-1 through A2-6
S5-1land -2 . __ . . . _._.. feeee-----5-1and 5-2
6-1 through 6-6 _____ . ... 6-1 through 6-6
A6-1 through A6-11 _____ . ______ . __...__... A6-1 through A6-18
8-1and 8-2 . oo 8-1 and B8-2
ABRB-land AB-2 _ el A8-1 and AB-2
9-1 through 9-10 _.__ . .. .o 9-1 through 9-5

*This change supersedes the following DA messages: paragraph 4, 819672, 16

June 1967; 822298, 5 July 1967.
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10-1 through 10-20 .. ___.___.._._. e meeaon 10-1 through 10-5
11-1 through 11-6 __ . . .. emioao- 11-1 through 114
11-11 through 1372 _ .. --- 11-11 through 11-41
11-75 and 11-76 _ . _ el 11-75 and 11-76
11-81 through 11-86 _ . . o e 11-81 through 11-84
11-91 through 11-114 .. .. ... .o.....e.-wo... .. 11-91 and 11-92
11-123 through 11-130 __ ... ... 11-123 through 11-127
11-187 through 11-160 _______ . .. ... 11-137 through 11-145
11-163 through 11-179 . . - 11-168 through 11-170

7. File this change sheet in front of the publication for reference purposes.

The proponent agency of this regulation is the Office of Personnel Op-
erations. Users are invited to send comments and suggested improve-
ments on DA Form 2028 (Recommended Changes to Publications) to the
Chief of Personnel Operations, ATTN: OPOPMM, Department of the
Army, Washington, D.C. 20315.

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official: Chief of Staff.
KENNETH G. WICKHAM,
Major General, United States Army,
The Adjutant General,

Distribution:
To be distributed direct from the printer in accerdance with special
mailing list.

1.8, GOVERNMENT PRINTING OFFICE: 1969 851 391/20116A
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*AR 600-17
ARMY REGULATION HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 600-17 WASHINGTON, D.C., § May 1964
PERSONNEL (GENERAL)
THE DIVISION PERSONNEL SUPPORT SYSTEM
ORGANIZATION AND PROCEDURES
Paragraph Page
PART ONE. ORGANIZATION :
CuaAPTER 1. GENERAL
PUrpose i e 1-1 1-1
“Explanation of Terms - .o . e 1-2 1-1
Responsibilities of staff officers and commanders ... _______.____. 1-3 1-2
Application to separate brigades _ . ____ __ . ... .. o __.-- 1-4 1-2
FOTmMS e e 1-5 1-2
2. RESPONSIBILITIES AND FUNCTIONS AT DIVISION LEVEL
Responsibilities . . e eeieeeaaas 2-1 2-1
Organization . ..o e 2-2 2-1
Functions of Personnel Serviee Division .. ... oo 2-3 2-1
WAPPENDIX 2-1. PERSONNEL SERVICE DIVISION ORGANIZATION CHART ... A2-1
#2-1I. ORGANIZATION CHART—PERSONNEL SERVICE DIVISION __ e A2.5
*2-II1I. COMPOSITE TEAM ORGANIZATION (DIVISION) _... . -o-o.__. A28
CHAPTER 3. RESPONSIBILITIES AND FUNCTIONS AT BRIGADE LEVEL
General _____________ . ..__.__. e e e emeeeeo a1 3-1
The brigade commander __ . _ e 3.2 3-1
The brigade S1 . . e 3-3 3.1
Responsibilities of the brigade personnel staff noncommissioned officer.. 3-4 3-1
4. RESPONSIEBILITIES AND FUNCTIONS AT BATTALION LEVEL
General e 4-1 4-1
The battalion commander ___ __ .. _ . _ .o . 4-2 4-1
The battalion S1 _____. e 4-3 4-2
The battalion personnel staff noncommissioned officer ___________.____ 4-4 4-9
5. RESPONSIBILITIES AND FUNCTIONS AT COMPANY LEVEL
General i 5-1 5-1
Authorized telephone communication with Personnel Service Division . 5-2 5-1
The company commander __ __ ... oceeooooa.- e 5-3 5-1
The company clerk . . e 54 5-2
6. REPORTS AND SPECIAL ACTIONS PROVIDED BY THE
PERSONNEL SERVICE DIVISION
General __________._.._.__. U 6-1 6-1
Data processing capabilities _____ . ___ 6-2 61
% Recurring reports (punched ecard) ... .. ________ . ________..___ 6-3 6-2
*Special reports (punched card) ____ .. __._._. e 6-4 6-3
*Recurring reports (manual) . e oo- 6-5 6-4
wSpecial reports (manual)y ... eiecae_- 6—6 6-5
W Teams it IR 67 8-5
*APPENDIX 6-1. ADPE WORK REQUEST (DA FORM 2749-R) ... ... .. -—--- Ag-1
%6-1I. PERSONNEL INVENTORY REPORT . __ .. .. .coe oo A6-b
%6-I1I. PERSONNEL INFORMATION ROSTER __ ... . .o._.._. AB-13
%6-IV. PERSONNEL QUALIFICATIONS ROSTER . ______ ... ____.. A6-15
W6-V. PERSONNEL SUSPENSE ROSTER ... . i Ab-16
*6-VI. TYPICAL SECOND ECHELON SUPPORT TEAM DESIGNED TO
SUPPORT A DETACHED BATTALION ___ ... ... ... _.._...... Ag-18

*This regulation supersedes AR 600-17, 17 November 1961, including C 1, 17 October 1962.
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CONTROL OF VISITS TO THE PERSONNEL SERVICE DIVISION
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PART ONE. ORGANIZATION
CHAPTER 1
GENERAL

1-1. Purpose. ¢. The concept of centralization
of personnel records maintenance at division
level is explained in FM 61-100. The internal
operation of the Personnel Service Division is
explained in AR 600-16. This regulation pro-
vides an operating guide for company clerks and
personnel staff noncommissioned officers, and a
useful reference and guide for commanders,
staff officers, and personnel of the Personnel
" Service Division. The purpose of this regula-
tion iz to—

(1) Establish procedures for the imple-
mentation and continued operation of the cen-
tralized administration concept,

(2) Facilitate standardization of division
administrative procedures throughout the
Army.

(8) Simplify the training requirements
for administrative personnel throughout the
division,

{4) Establish the responsibilities and
functions of commanders, staff officers, and
supervisory personnel in the field of personnel
administration and personnel management.

b. This regulation sets forth procedures for
actions that are general throughout the Army.
These procedures may be modified to conform
with local requirements, but modifications will
be held to a minimum in order to obtain maxi-
mum benefits from standardization.

¢. Commanders, supervisory and operating
personnel at all levels of command are encour-
aged to establish procedures for those actions
hot covered in this regulation. Procedures will
be standardized at the highest level possible to
provide for uniformity within a division or
major command.

d. The Division Personnel Support System is
designed to provide accurate and efficient per-

AGO 20116A

sonnel services for commanders, their staffs,
and the individual soldier. It is organized on
four levels of command—

(1) Division headquarters.

(2) The brigade. Whatever this term is
used it also applies to division artillery and
support command.

(3) The battalion. Whenever this term is
used it also applies to a squadron,

(4) The company. Whenever this term is
used it also applies to a batiery or troop.

“1-2. Explanation of Terms. The following
explanations apply to the organizational ele-
ments and personnel described in this regula-
tion:

a. Personnel staff NCO. To assist the com-
manders at brigade and battalion headquarters
a personnel staff noncommissioned officer is as-
gigned to the headquarters. His major fune-
tions are to serve as advisor to the commander
and the staff on personnel matters and as liai-
son between the company, battalion or brigade,
and the Personnel Service Division. His spe-
cific responsibilities and functions are listed in
the chapters on the bripade and battalion
(chap. 3 and chap. 4).

wb. Rescinded .
¢. Composite team. A group of functional

teams consisting of one from each branch or
unit of the Personnel Service Division, except
the Administrative Machine Branch.

d. Second echelon support team. An equita-
ble subdivision of a composite team, predesig-
nated for attachment to specific divisional
units detached from the division for over 30
days, for the purpose of providing complete
second echelon personnel support.

*e. Special purpose teams. A group of noncom-
missioned officers and personnel specialists, rep-
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resenting one or more composite teams, de-
signed to provide specialized personnel service
involving inprocessing-outprocessing, or per-
sonal affairs. -

1-3. Responsibilities of staff officers and com-
manders. a. Personnel responsibilities and func-
tions of commanders and S1's are sef forth in
subsequent chapters. There are no major
changes in the responsibilities and functions of
other staff officers in the field of personnel
management and administration. However,
there should be close coordination between
staff officers and their S1’s on all personnel
matters to insure the most profitable and
efficient use of the personnel facilities at each
level of command.
%*b. Commanders and staff officers will review
and evaluate their current reports require-
ments as outlined in AR 335-30. All reports
and statistics currently required will be re-
viewed at specific frequencies and specific ac-
tion will be taken to have unnecessary require-
ments discontinued.

¢. It is the responsibility of each commander
and staff officer to insure that his requirements
for reports and statistics are directed to the
proper organization. A summary of the reports
and statistics furnished by or available from
the Personnel Service Division is listed in
chapter 6. The following sequence will be fol-
lowed in determining the source of a report:

(1) Check the reports being furnished by
the Personnel Service Division to determine
whether the information required is now being
furnished. If so, the requestor will revise his
report to conform with existing reports or ex-
tract the information from existing reports to
complete his report (para 6-3 and 6-5).

1-2
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(2) If not presently furnished, is the in-
formation immediately available at the Person-
nel Service Division on punched cards? (para
6-2.) If it is, the request will go to the Person-
nel Service Divisions (para 6-4).

(3) If not available on punched cards,
and the information needed comes from the
personnel records or other documents main-
tained at the Personnel Service Division, the
request will go to the Personnel Service Divi-

sion (para 6-6).

(4) If the information required cannot be
obtained from the personnel records or other
documents maintained at the Personnel Service
Division, only then will the request for infor-
mation be made to subordinate units,

(5) Some reports require information
which will be furnished partly by the Person-
nel Service Division and partly by the subordi-
nate units, In this case, a request for informa-
tion will go to both organizations and the in-
formation submitted will be consolidated by
the requestor,

1-4. Application to separate brigades. Separate
brigades will operate a modified form of the
PSD; however, the procedures provided in this
regulation apply equally to the personnel sup-
port system of separate brigades. For informa-
tion relative to separate brigade PSD opera-
tion, see AR 600-16.

1-5. Forms. Forms referenced in this regula-
tion, with the exception of DA Form 2446-R
and DA Form 2749-R, will be obtained
through normal AG publications supply chan-
nels.

AGO 20116A
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CHAPTER 2

RESPONSIBILITIES AND FUNCTIONS AT DIVISION LEVEL

2-1. Responsibilities. The basic responsibilities
for personnel administration at the division
level are set forth in FM 61-100, which also
sets forth the organization of the adjutant gen-

eral’s section and the other administrative -

staff agencies,

2-2. Organization. a. Appendix 2-1 shows the
organizational structure and division of func-
tions in the Personnel Service Division of the
adjutant general’s section, which is the pri-
mary agency for personnel administration at
divigion level.

wb. Appendix 2-11 shows a further breakdown
of the organization of the Personnel Service
Division into functional teams.

Yrc. Appendix 2-I11 explaing how the branches
of the Personnel Service Division are orga-
nized into composite teams designed to main-
tain a degree of unit integrity in personnel ad-
ministration and to facilitate service to units.
Some of the advantages of composite teams are
as follows:

% (1) The noncommissioned officer or senior
specialist in each team provides a specialized
personnel service to a fixed number of divi-
sional umits. This permits him to develop a
close working relationship with a limited num-
ber of subordinates and personnel staff non-
commissioned officers in battalions or brigades.

(2) Clarifies the point of contact for per-
sonnel staff noncommissioned officers. A per-
sonnel staff noncommissioned officer in a bat-
talion or brigade should experience no diffi-
culty in understanding the organization of the
Personnel Service Division or his precise con-
tact on any matter, because almost all his per-
sonnel support is represented in one composite
team. There are two types of exceptions:

% (@) The Administrative Services Divi-
sion is responsible for the publication and dis-

tribution of orders, therefore, a personnel staff

AGO 20116A

noncommissioned officer will deal directly with
that unit on such matters,

% (b) A personnel staff noncommissioned
officer will deal with a team member in a com-
posite team on routine matters involving Re-
ports, Processing or Control, but contact the
Reports, Processing or Control team leader on
unusual matters. For example, a personnel
staff noncommissioned officer should contact a
reports clerk in the composite team on ques-
tions abouf an existing report; he should con-
tact the Reports Team Leader to request new
reports or changes in report format.

d. The division G1 has the overall staff re-
sponsibility for all personnel matters in the di-
vigion. The division adjutant general has spe-
cial staff responsibility for personnel matters
in the divigion. The adjutant general’s secticn
is ecomposed of five organizational elements,

(1) The Personnel Service Division,

(2) The Administrative Services Division.

(3) The Postal Division.

{(4) The Special Services Division.

{5) The Replacement Detachment.
The personnel of these elements are assigned
to the division administration company. See
FM 61-100 for a detailed description of the or-
ganization and operation of the adjutant gen-
eral section.

%2-3. Functions of Personnel Service Division.

@. Personnel records for all assigned and at-
tached personnel are centralized at the division
headquarters under the supervision of the divi-
sion adjutant general, The gpecific responsibil-
ity is delegated to the Personnel Service Divi-
sion. All personnel management, personnel rec-
ords maintenance, personal affairs, and person-
nel actions will be handled by the Personnel
Service Division, Accordingly the Personnel
Service Division assumes the authorities and
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responsibilities, often referred to as second
echelon personnel support, enumerated in AR
600—8. First echelon personnel support repre-
gsents those actions performed at unit level;
second echelon personnel support those actions
performed by the custodian of personnel rec-
ords; and third echelon personnel support
those actions performed by division adjutants
general. The Personnel Service Division per-
forms a central role in the personnel support
system by consolidating the second and third
echelon personnel support in one office, The
Personnel Service Division, in addition to
being an executive activity for the division
commander in the area of personne] adminis-
tration, also performs certain services for bri-
gade, battalion and company commanders.
Among these are the following:

(1) Provides a source of technical advice
on . personnel administration and personnel
management,

(2) Furnishes statistical data on current
and projected strength.

(3) Furnishes other reports on individu-

2-2
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als designed to aid commanders in making per-
sonnel management decisions,

(4) Assigns and reassigns personnel to
meet eommanders’ requirements,

{5) Receives commanders’ recommenda-
tions and decisions on personnel matters and
takes action to implement them.

(6) Acts as custodian of individual per-
sonnel records and provides commanders with
information therefrom, as required.

b. The Personnel Service Division uses
punched card machines to accomplish many of
the tasks and services it provides. The Person-

" nel Service Division also has the ability to

provide these services manually, but at a re-
duced level. Reports and information which
can be provided by both manual and punched
card machine operations are listed in chapter
6. Detailed organization, responsibilities, fune-
tions, and operating procedures pertinent to
the Personnel Service Division are set forth in
AR 600-16 and FM 61-100. AR 600-16 has
limited distribution below division headquar-
ters.

AGO 20118A
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APPENDIX 2-1
PERSONNEL SERVICE DIVISION ORGANIZATION CHART

PERSONNEL SERVICE DIVISION

FUNCTIONS

OFFICE
OF
THE PERSONNEL OFFICER

PERSONNEL PERSONNEL ACTION RECORDS BRANCH ADMINISTRATIVE

MANAGEMENT BRANCH BRANCH * MACHINE BRANCH
* * %*

*See following pages for detailed functional statements of individual branches.
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A2-2

Funectional Statement For The Personnel Management Branch

Responsible for classification ineluding testing and reclassification ae-
tion.

Makes assignments to units, processes voluntary applications for
oversea service, processes levies and POR processing.

Processes applications for special training, schooling, special assign-
ments, and special details,

Fixes personnel authorizations from TOE computes personnel short-
ages, and adjusts MOS overstrengths,

Responsible for utilization of personnel including mentally and physi-
cally substandard personnel and rehabilitated personnel.

Responsible for personnel procurement including requisitioning, pro-
curement of personnel for OCS, Regular Army and USAR commissions,
and Regular Army and USAR warrant officer appointments,

Identifies personnel to be considered for elimination prior to explra—
tion of their terms of service.

Administers the personnel service division portion of the enlisted
evaluation system,

Handles all matters pertaining to appointments, promotions, reduc-
tions, and demeotions of commissioned officers, warrant officers, and enl-
isted personnel.

Accomplishes sample surveys of military personnel.

Develops, maintains, and furnishes MOS strength and statistical in-
formation as required. )

Prepares reports on eligibles for promotion and personnel surpluses
as required.

Responsible for casualty reporting.

Responsible for redeployment and rotation of officer and enlisted per-
sonnel as well as dependents.

Processes advance oversea returnee lists and oversea returnee rosters.

Prepares reports on passenger space requirements and issues Port
Cal! instructions.

Functional Statement For The Personnel Actions Branch

Processes all matters pertaining to elimination cases, release from ae-
tive duty, discharges, retirements, enlistments, extension of enlistments,
requests for leave (excess, emergency and non-CONUS), branch transfers
and details of officers, extension and curtailment of foreign service tours,
service medals, awards and decorations, issuance of military and depen-
dents identification cards, security clearances, consumation of initial ap-
pointments of commissioned officers and warrant officers, extension or dec-
linations of active duty for reserve officers, emergency or disciplinary re-
turn of dependents to the United States from oversea commands, depen-
dent medical care, dependent schooling, dependent travel, and other mat-
ters pertaining to dependents.

Insures preparation and submission of efficiency reports on commis-
sioned officers and warrant officers on extended active duty, officers on ac-
tive duty for training, and Regular Army enlisted personnel holding a Re-
serve Officer appointment or Warrant Officer status, and officer photo-
graphs.
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Insures control of personnel actions in security and investigative
cases. Processes all cases pertaining to marriage, legitimization or adop-
tion of children, and civil-legal proceedings.

Assists in obtaining travel clearances, passports and visas.

Administers the life insurance and soldiers voting programas.

Handles all other matters of personnel administration not specifically
assigned to another branch of the Personnel Service Division.

Functional Statement For The Records Branch _
Records Unit: Prepares and maintains individual personnel records to in-
clude officer and enlisted qualification records and personnel records jack-
ets.
Reports Unit: Prepares, verifies and submits rosters and reports required
in the Army Personnel Information System except those specifically as-
signed to another branch of the Personnel Service Division.

Develops, maintains and furnishes strength and statistical informa-
tion as required.
Control Unit: Maintains suspense files on actions pertaining to individuals
from information contained in personnel records and not otherwise availa-
ble to the other branches of the Personnel Service Division, Advises the
other branches of these actions and due dates.
Processing Unit: Initiates and controls processing of outgoing personnel
ineluding installation clearances and transmission of personnel records.
Participates in the inprocessing of replacement personnel.

Functional Statement For The Administrative Machine Branch (AMB)
Office of the Chief: Responsible for operation of AMB.

Maintains ADPE liaison with other offices.

Responagible for efficient utilization of personnel and equipment .

Responsible for ADPE supplies and equipment.

Supervises systems studies for ADPS applications.
Management Office: Prepares and maintains AME procedures.

Initiates all work orders.

Establishes personnel and machine management controls, including
scheduling,

Responsible for accuracy of personnel and machine time.

Receives and controls source documents.

Aundits a)l AMB reports.

Prepares reports for distribution.

Maintaing administrative files and office supplies.

Performs centralized programming for local ADPS processing re-
quirements,

Conducts systems analysis studies for ADPE local applications.
Files Maintenance Unit: Analyses and codes source documents required
for maintenance of punched card files.

Initiates and controls discrepancy forms to control errors in soutrce
documents,

Performs operations necessary to effect changes to punched card files.

Maintains all punched card files.
Date Reduction Unit: Performs card punch and key verifying operations.

A2-3
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QOperates automatic typewriter equipment for preparation of orders
and by-product tapes.
ADPE Unit: Performs all ADPE operations to update punched card files
and prepare reports.

Schedules personnel and ADPE in aceordance with established man-
agement controls.

Maintains required level of supplies and equipment.

Provides driver for mobile equipment.
Equipment Muaintenance Unit: Performs maintenance on all business
machines within the AMB, to include the 1005 Card Processor.

Performs maintenance work on mobile van equipment and generators,

Maintains supply of spare parts for machines.

AGO 20116A
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CHAPTER 3
RESPONSIBILITIES AND FUNCTIONS AT BRIGADE LEVEL

3-1. General. a. Except when organized as a
separate brigade, the brigade is not an administra-
tive headquarters. The battalion is the next
administrative headquarters below the division.
The brigade normally does not enter into admin-
istrative channels except for processing those mat-
ters pertaining to the brigade headquarters com-
pany and most officer actions. Rather, it advises
and assists in the administrative matters of attached
units.

b. Normally, only those matters which are re-
quired by Army regulations or which affect the
eombat effectiveness of the command as a whole
are routed through brigade headquarters. The
Document Routing Channels Chart {app. 8-1) lists
those actions which should be routed through
brigade headquarters and those which should by-
pass it. Documents nermally will come down from
the Personnel Service Division through the same
channels they follow on the way up.

c. Generally a brigade headquarters does not
handle individual actions but is concerned with the
overall personnel situation. The brigade is re-
sponsible for the training and the combat efficiency
of its attached units. To accomplish this, the
brigade should be provided with information on its
subordinate units’ authorized and current strengths,
shortages, overages, known gains, and known losses.
At the discretion of the division commander,
brigade commanders may be authorized to direct
intrabrigade reassignments to ease critical shortages
and to make best use of personnel resources.

3-2. The brigade commander. The brigade
commander is responsible for supervising only those
personnel actions and documents going to or
through the brigade from subordinate units or
higher headquarters. In the field of personnel
management, the brigade commander’s prineipal
assistants are the brigade 81 and the personnel
staff noncommissioned officer. Their responsibili-
ties and functions are listed in paragraphs 3-3 and
3-4. .

3-3. The brigade S1. . The brigade S1 has the
same responsibilities and functions in relation to

AGO 83834

the brigade commander and the brigade head-
quarters company as the battalion S1 does to the
battalion commander and companies of the bat-
talion (ch, 4). He supervises the brigade personnel
staff noncommissioned officer and provides him
with sufficient clerical assistance to earry out his
duties.

b. When the brigade is detached from the division
and second echelon personnel! support teams are
attached to the brigade from the Personnel Service
Division to serve as a brigade personnel section, the
brigade 81 performs the duties of personnel officer,
and the brigade personnel section services assigned
and attached units.

3-4. Responsibilities of the brigade personnel
staff noncommissioned officer. «. The brigade
personnel staff noncommissioned officer has the
same responsibilities, in relation to the brigade
commander and the brigade headquarters company,
as the battalion personnel staff noncommissioned
officer has to the battalion commander and the
companies of the battalion (those responsibilities
are more fully discussed in ch. 4¢). He is the princi-
pal linison agent between the brigade commander
and the Personne]l Service Division. He advises
the brigade commander and S1 on all personnel
matters requested by the commander and, based
on his experience, on those matters which he feels
will be of value or interest to the commander and
S1.

b. He processes personnel actions of the brigade
headquarters company in the same manner as the
battalion personmel stafi noncommissioned officer
processes those of the companies of the battalion.
He uses the battalion procedures in chapter 10 ag a
guide, except that all actions will be forwarded
direct to the Personnel Service Division.

¢. On personnel actions forwarded from battalions,
he will follow the procedures in chapter 9. When
practicable, he will develop standard procedures
for those actions not prescribed in this regulation.

d. He will maintain a policy file of decisions of
the brigade commander. On those actions where
the commander has set a policy, he prepares the
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action, has it signed, and forwards it to the Per-
sonnel Service Division. On actions where a policy
has not been set, he makes a recommendation to
the commander, and based on the decision of the
commander, prepares the sction for forwarding,
If the decision sets a standing policy for the brigade,
it is added to the policy file. He reviews the policy
file periodically, and upon change of commanders.

e. The personne! staff noncommissioned officer
is supervised by the brigade 31. He maintains
statistical charts and keeps records of the status of
critical MOS’s within the brigade, as determined by
the commander. Based on his knowledge of person-
nel strengths and weaknesses of the units, he makes
recommendations for reassignment of personnel
within the brigade. He accomplishes these actions

using information provided by the Personnel

Service Division.

f. He supervises the brigade headquarters com-
pany clerk on all personnel matters, making
periodic visits and giving instructions and advice
as needed.

32

g. Normally, he supervises the personnel staff
noncommissioned officers of attached battalions
only in those matters which are forwarded through
or to the brigade. However, he should make
periodic staff visits to attached units to assist in
discovering their problem areas and in solving
them. He should also disseminate any information
received down through command channels, and
serve as a coordinator to disseminate solutions to
problems found in other battalions of the brigade.

k. ‘When the brigade is detached from the divi-
sion and a second echelon support team is attached
to the brigade from the Personnel Service Division
to serve as a brigade personnel section, the personnel
staff noncommissioned officer will serve as the
personnel sergeant of the brigade personnel section.

1. In field operations many activities of the
personnel staff noncomrmissioned officer will be
curtailed or delayed because of communication and
transportation difficulties. In this type of operation
he should give particular attention to casualty
reporting, the awards and decorations program,
and combat reports as listed in FM 101-5.

AGO B383A
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CHAPTER 4
RESPONSIBILITIES AND FUNCTIONS AT BATTALION LEVEL

4-1. General. a. Under the concept of central-
ized personnel administration, with the personnel
records being kept at division level, responsibilities
and functions pertaining to personnel matters at
battalion level have been changed. The responsi-
bilities and functions listed herein apply to separate
battalions as well as to those attached or assigned to
brigades, division artillery, or support command.
The only variance is that in separate battalions all
actions, requests, and documents are forwarded
direct to the Personnel Service Division.

b. The battalion commander is no longer re-
spongible for the maintenance of the personnel
records of individuals assigned to his battalion.
This responsibility now belongs to the adjutant
general of the division. However, the battalion
commander must insure that accurate feeder
information which generates changes to personnel
records and reports reaches the Personnel Service
Division promptly. Basically, the battalion com-
mander is responsible for proper supervision over
all types of actions that come to or through his
headquarters from subordinate units or higher
headquarters, to insure that actions are made out
correctly and that proper responses are made in
accordance with regulations. Documents will flow
down from the Personnel Service Division through
the same channels they follow on the way up.
Appendix 8-T lists the document routing channels,
The following exception will be made: If a docu-
ment is sent from a company direet to the Personnel
Service Division and must be returned for correc-
tion because of errors, it will be returned through
baitalion headquarters. Thus, the battalion com-
mander will be aware of the quality of work being
forwarded direct by the companies and be able to
give appropriate advice and assistance to the units,
or take other corrective action as necessary. _

¢. All other responsibilities and functions relating
to personnel management of individuals assigned
to the battalion remain unchanged.

4-2. The batialion commander. a. The battalion
commander has responsibility for effective person-
nel management of individuals within his command

AGO 83834

80 as to build and maintain an efficient and effective
fighting force. The battalion commander is also
responsible for achieving maximum effective use of
military manpower by implementing the five prin-
ciples of personnel management:

(1) Place the right man on the right job
through efficient classification and careful
assignment.

(2) Stimulate the individual’s desire to pro-
duce through adequate incentives.

(3) Capitalize on the individual’s intelligence,
aptitudes, and interest through suitable
training,

(4) Utilize the individual fully on individual
tasks.

(5) Insure professional development of the
individual through intelligently planned
and varied assignments.

The battalion commander is relieved of the re-
sponsibility for maintenance of personnel records
of individuals assigned to his battalion and for
making recommendations on those routine person-
nel actions and documents initiated by his com-
panies and communicated direct to the Personnel
Service Division. He is responsible for providing
information which cannot be furnished by the
Personnel Service Division; processing all actions
affecting his commissioned personnel; processing
all requests for assignment or reassighment,
discharge or separation, and enlistment or reenlist-
ment; and processing reclassification actions, pro-
motions, and awards and decorations, He is
further responsible for taking proper action to
implement the Division Personnel Support System
and for insuring that the policies and procedures in
this regulation are complied with. He must
periodically reevaluate his requests and require-
ments for various rosters, reports, and statistics,
Will the reports to be furnished him from the
Persgnnel Service Division, as listed in chapter 6, be
sufficient for his purposes or will he need additional
information? Is this information actually needed
or is it ‘“nice to know” or “in case I am asked”
information? All requests must be thoroughly and
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completely evaluated if administration is to be held
to a minimum.

b. In the area of personnel management. the
battalion commander is assisted by the battalion
S1 and the battalion personnel staff noncommis-
sioned officer.

4-3. The battalion S!. The battalion S1 is the
principal commissioned assistant to the commander
on all personnel matters and actions pertaining to
the command. He has staff responsibility for all
matters pertaining to personnel as individuals. He
assists the commander by providing information,
making a continuous estimate of the personnel
situation, submitting recommendations, disseminat-
ing orders, and supervising the functions for which
he has staff responsibility. A detailed list of his
responsibilities and functions will be found in
FM 101-1 and FM 101-5. In addition, he super-
vises the personnel staff noncommissioned officer in
the performance of his duties and provides him
with necessary clerical assistance. If the personnel
staff noncommissioned officer is absent, the S1 pro-
vides an individual to take over his duties. When-
ever his unit i1s detached from the division and a
second echelon support team is attached to the
battalion from the Personnel Service Division to
serve as a battalion personnel section, the battalion
81 assumes charge of this team and functions as the
personnel officer of the Battalion Unit Personnel
Section. The personnel staff noncommissioned
officer then functions as the personnel sergeant.

4-4. The battalion personnel staff noncommis-
sioned officer. a. Qualifications and training.

(1) The battalion personnel staff noncommis-
sioned officer must be a well trained and
carefully selected noncommissioned officer
as his functions form a key part of the
Division Personnel Support System. He
is not an assistant battalion sergeant
major and is not to be employed as such.

(2) Under the supervision of the $1, he func-
tions in relation to the commander in the
exact manner that the personnel officer
previously functioned. He is the staff
personnel advisor, coordinator and super-
visor at battalion level.

(3) He is under staff supervision of the brigade
personnel staff noncommissioned officer
for only those personnel matters or actions
transmitted to, through, or from the
brigade. On all other matters he is on
equal status with the brigade personnel
stafl noncommissioned officer.

4-2

(4) On assignment, the personnel staff non-
commissioned officer should receive the
same nontechnical training provided newly
assigned personnel in the Personnel Serv-
ice Division. His familiarity with the
Personnel Service Division organization
and incumbents is no less important than
an understanding of his role in the Division
Personnel Support System. Initial train-
ing should emphasize that the personnel
staff noncommissioned officer represents a
technical extension of the Personnel Serv-
ice Division and should include summaries
of experience and techniques found suc-
cessful by other personnel staff noncom-
missioned officers. The Personnel Serv-
ice Division will provide personnel staff
noncommissioned officers with periodic
instructions on new or changing personnel
procedures and policies.

b. Responsibilities.
commissioned officer—

The personnel staff non-

(1) Receives the Personnel Qualification Ros-
ter and the Personnel Inventory Report
from the Personnel Service Division, and
at the request of interested staff agencies,
extracts the information they require.
He keeps these reports and rosters current
from morning report entries, special orders,
ete., until the next rosters and reports are
furnished his unit,

{2} Furnishes the commander with necessary
reports and statistics, assembling his data
from the reports and rosters listed in (1)
above, from his copies of the unit morning
reports, from information obtained from
the Personnel Service Division or from
subordinate units, whichever can most
easily furnish the reqi\i‘ired information.
He keeps himself and the commander in-
formed on the strength of the unit, short-
ages, overages, and thgZstatus of gains
and losses. A

{3) Functions as a liaison dgent between his
headquarters, subordinate units, and the
Personnel Service DBivision, He con-
solidates requests for information, as
stated in chapter 5 and contacts the Per-
sonnel Service Division for this informa-
tion, disseminating it upon receipt.

(4) Devotes much of his time to continuous
and personal contact with company
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‘of personnel matters.

clerks, first sergeants, company com-
manders and the Personnel Service Divi-
sion. Concurrently he will keep the bat-
talion commander and the S1 advised of
significant problems, trends, and ac-
complishments.

Is responsible for proper processing and
handling, according to Army directives,
of all personnel matters sent to or through
battalion headquarters from subordinate
units or higher headquarters, and those
originated at battalion level. His detailed
responsibilities will be found in the pro-
cedures (ch. 10) covering these actions.
He will review personnel actions or docu-
ments-being returned from the Personnel
Service Division to the companies for
correction to discover the reason for their
return, and will take necessary sction to
prevent recurrence of the same type of
error.

Insures that, where mno procedure is
established or where the local command
has changed the document routing chan-
nel, the actions are administratively cor-
rect according to regulations; then, based
on his knowledge of regulations and the
unit’s strength, mission, location and
special requirements, he makes appro-
priate recommendations to the commander
for action. He insures that the com-
mander’s decision is prepared in proper
format and the action is forwarded as
required.

Gives advice and assistance to company
clerks on the preparation and handling
If necessary, he
conducts classes for the clerks in these
matters to insure high quality of work and
to correct common recurring errors. The
procedures contained in this regulation
should assist the personnel staff noncom-
missioned officer in his training mission.
Serves as a technical expert and furnishes
guidance and information to first
sergeants, company clerks, and individ-
uals,

AR 600-17

Visits each subordinate unit at least once
a week and conducts necessary inspection
of files and procedures pertaining to
personnel matters.

Consolidates and compiles requests for
special orders, checks them for validity,
and insures that the requests reach the
Personnel Service Division in accordance
with specified directives.

In conjunction with the first sergeants,
controls the visits of soldiers to the Per-
sonnel Service Division. Chapter 7 li‘,sts
the detailed procedures to be followed in
controlling visits and arranging appoint-
ments at the Personnel Service Division.
Maintains suspense logs on the prepara-
tion of Officer Efficiency Reports to insure
that they are returned to the Personnel
Service Division in accordance with
suspense dates.

Whenever his unit is detached from the
division and a second echelon personnel
support team is attached to the battalion
from the Personnel Service Division to
serve as a battalion personnel section,
assumes charge of the team and functions
as the personnel sergeant of the battalion
unit personnel section.

¢. Field operations. In the field, because of
limited communications and transportation, some
of his functions must be modified; e.g., he visits
units only as required; he does not conduet elasses
for company clerks; and visits of soldiers to the
Personnel Service Division will probably be limited
and restricted to emergencies or other vital reasons,
thus simplifying the control of visits. Though his
other functions remain the same, they become more
demanding due to the requirements for 24-hour
operation, distance between units involved and the
Personnel Service Division, and limited communica-
tions facilities with accompanying difficulties of
gaining or transmitting information. In this type
of operation, particular attention should be given to
casualty reporting, the awards and decorations
program, and the combat reports listed in FM
101-5.
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CHAPTER 5
RESPONSIBILITIES AND FUNCTIONS AT COMPANY LEVEL

5-1. General. This chapter summarizes the
responsibilities and functions for personnel ad-
ministration at company level and sets forth
the changes in channels of communications and
the means of obtaining information necessi-
tated by the maintenance of personnel records
at division level. The company is the lowest ad-
ministrative headquarters in the chain of com-
mand. It is the level having the most direct
contact with the soldier. It is the initial point
of contact for a soldier with a problem or a re-
quest for some type of persomnel action, All
personnel actions initiated by the soldier are
channeled through his company orderly room.
Thus it can be seen that the company is one of
the most important links in the chain, If an ac-
tion is not initiated correctly and expeditiously
at company level, it cannot be acted upon
promptly and efficiently at other administra-
tive levels. Detailed responsibilities and fune-
tions of the company commander and the com-
pany clerk are listed in paragraphs 5-3 and
5-4. No specific delineation of the responsibili-
ties and functions of the first sergeant has
been made in this chapter since, in general,
there in no change from his present responsi-
bilities and functions. His responsibilities in
regard to the control of visits to the Personnel
Service Division are listed in chapter 7.

%0-2. Authorized telephone communication
with Personnel Service Division. In order to fa-
cilitate prompt, efficient service from the Per-
sonnel Service Division and to insure the pro-
per utilization of the personnel staff noncom-
missioned officer as a technical advisor, re-
strictions should be imposed to preclude the
companies from making telephone calls to the
Personnel Service Division. In addition to the
procedures established to control visits to the
Personnel Service Division as outlined in chap-
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fer 7, the following restrictions should be im-
posed :

a. The company may telephone direct to the
records clerk of the compogsite team serving the
unit at the Personnel Service Division in indi-
vidual cases for the following types of infor-
mation required to complete a personnel ac-
tion:

(1) Data available from a soldier’s per-
sonnel records (MPRJ and the Enlisted Quali-
fication Record),

(2) Record of previous convictions or
other extracts from personnel records,

b. Requests for all other types of informa-
tion will be channeled through the next higher
headquarters. Examples of these requests are
as follows:

(1) Information on status of actions.

(2) Information on procedures.

(8) Information of future or scheduled
actions, .

(4) Information on items requiring ad-
vice, personal judgment or influence.

(5) Information on specified categories or
groups of personnel (lists of Military Occupa-
tional Specialties, Expiration Term of Service
Rosters, ete.).

5-3. The company commander. a. General
The company commander remains as the pri-
mary manager of his personnel. Hig primary
assistants are his executive officer, first ser-
geant, and company clerk. The latter is the key
point of contact for soldiers of the unit on sim-
rle and routine personnel and administrative
matters where direct contact with the first ser-
geant or an officer i8 not required.
b. Responsibilities. The company
mander—
(1) Is respongible for the proper utiliza-
tion of soldiers based on their enlisted military

com-
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occupational specialties, training experience,
desires, and the needs of the unit. He is aided
in this area by the advice, assistance, and coop-
eration of the brigade or battalion personnel
staff noncommissioned officer and the Person-
nel Service Division. All assignments, reas-
signments, and changes of duty position should
be fully coordinated to insure that they are in
the best interest of the Army, the unit, and the
soldier. All changes in status of the soldier
must immediately be brought to the attention
of the Personnel Service Division; especially
those items which affect the soldier’s perform-
ance of duty, such as change of medical fitness
profile, changes in duty assignment, or changes
in the security requirements of his duty posi-
tion.

(2) Is responsible for the initiation of re-
clagsification action when he determines a sol-
dier is inefficient, is better qualified in a higher
military occupational specialty, or is physically
incapable of performing duty in his primary
military occupational specialty.

(8} Authenticates the unit morning re-
port, orders and other documents, and takes
action on and forwards personnel! actions in
accordance with Army regulations and the
Documents Routing Channels Chart,

% (4) Is an appointment and reduction au-
thority as authorized in AR 600-200 and as
modified by local directives,

5-4. The company clerk. a. General. In most
cases, the company clerk is the initial link in
the chain of personnel actions. He should be a
mentally mature individual with a desire to as-
sist the soldier with his problems. He has
.many responsibilities and functions and, de-
pending on his attitude and efficiency, can be a
great asset or liability to the Army personnel
system.

b. Duties and responsibilities, The company
clerk—

(1) Prepares the unit morning report,
uging information available within the unit or
received from higher headquarters. Informa-
tion wiil be obtained from such items as special
orders, unit orders, individual sick slips, hospi-
tal admission and disposition reports, leave re-
quests, sign in-out registers, etc, He should

5-2
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maintain a 81-day suspense file to insure that
entries are made on the correct date.

¥ (2) Rescinded

(3) Prepares all personnel actions re-
quested by soldiers or the company commander
in accordance with the procedures covering
these actions. Detailed responsibilities for most
types of actions he will encounter are listed in
chapter 11. For actions not covered by stan-
dard procedures or in complicated cases, he
will seek the assistance of the personnel staff
noncommissioned officer.

(4) Obtaing information from the person-
nel records of soldiers of his unit, when
needed, in accordance with paragraphs 5-1 and
b-2.

(5) Assists in arranging appointments at
Personnel Service Division for soldiers of his
unit through the first sergeant and the person-
nel staff noncommissioned officer.

(6) Maintains the company files in accord-
ance with AR 345-215 or as modified by local
commanders.

(7) In time of combat, prepares casualty
feeder reports and forwards them to the Per-
sonne! Service Division.

% (8) In accordance with instructions and
guidance received—

{a) Prepares unit orders for assignment
of additional duties within the company, and
assumption of command by the company com-
mander as authorized in AR 310-10,

(b) Prepares charge sheets and allied
papers for courts-martial, and prepares com-
mander's recommendations for board actions to
eliminate undesirable soldiers,

{¢) Initiates DA Form 268 (Report for
Suspension of Favorable Personnel Action) to
flag records of personnel under charges or in-
vestigation in aceordance with AR 600-31 and
Procedure 11-2-11.

(d) Maintains the company punishment
bhook.

(9) Prepares and types miscellaneous cor-

~ respondence and forms as directed by the com-

pany commander, executive officer or first ser-
geant.
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CHAPTER 6
REPORTS AND SPECIAL ACTIONS PROVIDED BY
THE PERSONNEL SERVICE DIVISION

C 2, AR 600-17

6-1, General. This chapter sets forth the capa-
bilities of the Personnel Service Division for
preparing personnel reports and furnishing
special actions. The reports listed are those
furnished to staff sections outside the adjutant
general section, and to units below division
level, Recurring reports are those furnished
automatically without request, usually to meet
a ohe-time requirement.,

% 6~2. Data processing capabilities. a. The fol-
lowing data will be maintained on punched
cards for each individual assigned to the divi-
sion and ean be made available in any sequence
or format desired by commanders:
(1) Name
{2) Military Personnel Classification
(3) Social Security Account Number
{(4) Grade
(6) Duty Detail Branch
W (6) Proficiency Pay Designator
(7} Physical Category
(8) Control Branch
(9) Language
(10) Additional Skill Identifier
(11) MOS—Primary
(12) Race
(13) Service Component
(14) Sex
(15) Expiration of Service Agreement
(Mo-Yr)
{16) ETS (Mo-Yr)
(17) Area or Curr or Last Completed Fgn
Sve Tour/Tv] Status
(18) DEROS (Mo-Yr)
(19) DROS (Mo-Yr)
(20) MOS—Duty
(21) UIC (Subunit)
(22) UIC (Parent Unit & MRIC)

AGO 20116A

(23)
(24)
(25)
(26)
(27)
(28)
(29)
(30)
(31)
(32)
(33)
(34)
(35)
(36)
(37)
(38)
(39)
(40)
(41)
(42}
(43)
(44)
(45)
(46)
(47)
(48)
(49)
(50)
(51)

(52)
(53)
(54)
(55)
(56)
(57)
(58)
(59)
(60)

Type of Transaction

Date of Transaction

Security Invest Status

Number of Dependents
Intransit Code

Service Agreement Code
Foreign Service Availability
Elig for Additional Pay
Non-CONUS Residence

BPED (Mo-Yr)

BASD (Mo-Yr)

TOE/TDA Paragraph Number
TOE/TDA Line Number

Date of Rank (Day-Mo-Yr)
Date of Loss {Mo-Yr)

Rotation Date (Day-Mo-Yr)
Date of Birth (Day-Mo-Yr)
Basic Branch

Citizenship (Country)

GT Aptitude Area Score

Last PCS (Mo-Yr)

Education Level

Additional Spec Qual

Accrued Leave
MOS—Secondary

Security Clearance
Marital/Dependency Status
Armed Forces Res Medal (Mo-Yr)
Non-Conus Resident ETS Date
{Mo-Yr)

Adjust FSA Code Suspense (Mo)
Efficiency Report (Mo)
Completion of OJT (Mo)
Photograph (Mo-Yr)

Good Conduct Medal (Mo-Yr)
FHA (Mo)

1714 Years Fed Sve (Mo-Yr)
Mandatory Retirement (Mo-Yr)
Eligible for Promotion (Mo—Yr)
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(61) Eligible for Appointment (Mo-Yr)

(62) DA Forms 41 and 66 (Mo)

(63) DA Forms 20 and 41 (Mo)

(64) Adjust BPED (Mo)

{65) Smallpox (Mo-Yr)

(66) Typhoid (Mo-Yr)

(67) Tetanus (Mo-Yr)

(68) Medical Exam (Mo-Yr)

(69) Format Identification

b. The Chief of the Personnel Service Divi-

sion coordinates punched card service and ap-
proves requests for recurring and special re-
ports. Punched card operations take place in
the Administrative Machine Branch where
these four basic functions of data processing
are performed: '

(1) Collecting source data.

(2) Controlling.

(3) Updating records.

(4) Producing reports and statistics.

% 6-3. Recurring reports (punched card). This
section describes -reports and services to be
provided by the Personnel Service Division on
a recurring basis. Examples of these reports
are provided in appendixes 6-II, 6-I1I, 6-IV,
and 6-V. See paragraph 6-4 for requesting
punched card services in addition to those
listed in this section.
a. Personnel Inventory Report (Machine)
(Miscellaneous Strength, DA Form 2471).
(1) Purpose. Provides information to as-
gist in effecting personnel management actions,
personnel requisitions, assignments, reassign-
ments, promotions, ete. It provides a means of
coordination between division and higher head-
quarters on personnel management. It provides
all concerned with a picture of the work force
available to accomplish prescribed missions.
(2) Deseription. The Roster is prepared
in four parts.
(a) Part 1 is a concise summary of each
MOS authorized to all divisional units, and re-
flects for officer and enlisted personnel the
number, by grade, performing duty in each au-
thorized MOS. This information is further bro-
ken down to include number having authorized
MOS as PMOS, number having a PMOS that is
different from authorized MOS, and number of

projected gains and losses for the 1st through-

6-2
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6th subsequent months following effective date
of report. Also included in thig part is the
number of enlisted persons who have been
awarded proficiency pay.

{b) Part Il reflects the same informa-
tion for officer and enlisted personnel as Part 1,
except that Part II is prepared for each battal-
ion and separate company assigned to the divi-
gion and is a concise summary of each separate
MOS authorized within battalion or separate
eompany. This roster includes gains projected
for six periods (1—6 months) following effec-
tive date of report. ‘

{c) Part III reflects only the number of
officer and enlisted personnel having a differ-
ent PMOS from the authorized MOS in which
they are performing duty. The report for en-
listed personnel alse indicates number who
have been awarded proficiency pay. Part III is
prepared for each unit assigned to the division
and is a coneise summary of each separate
MOS authorized within the unit. ‘

(d) Part IV reflects the same informa-
tion for officer and enlisted personnel as con-
tained in Part I, except Part IV is prepared for
each unit assigned to the division and is a eon-
cise summary of each separate MOS authorized
within the unit. Part 1V does not reflect pro-
jected gains; however, projected losses for
seven periods (1—7 months) from effective
date of the report are shown.

(3) Frequency. Prepared monthly as of
the last day of the month and completed for
distribution by the 3d working day of follow-

ing month.
(4) Distribution. Part 1. Original to divi-

sion CofS, 1st carbon copy to division, G1, 2d
carbon copy to division AG, 3d and 4th carbon
copies to Chief, PMB/PMD, 6th carbon copy
for AMB/AMD. Distribution will be made to
incumbents of equivalent positions for Person-
nel Service Companies.

Part II. Original and first carbon copy
to PMB/PMD, 2d and 3d carbon copies to bri-
gade, battalion, or separate company, 4th car-
bon copy to Chief, PSD/PSC, 5th carbon copy
for AMB/AMD,

Part ITI. Original and first four carbon
copies to Chief, PMB/PMD. 5th carbon copy
for AMB/AMD.
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Part IV, Original and first carbon copy
to PMB/PMD. 2d and 3d carbon copies to bat-
talion or separate company, 4th carbon copy to
Chief, PSD/PSC. &th carbon copy for
AMB/AMD.

b. Personnel Information Roster (Machine
(DA Form 2,72). -

(1) Purpose. To establish personnel man-
agement communication between the personnel
officer and unit commanders or staff supervi-
sors, as appropriate.

{2) Description. Prepared for officers and
enlisted personnel. Reflects TOE/TD autho-
rized positions and individuals assigned to duty
positions, by name and .TOE/TD paragraph/
line numbers. Includes PMOS, SMOS, date of
loss, proficiency pay designator, date of rank,
surplus personnel, personnel shortages, and at-
tached personnel.,

(8) Freguency. Prepared semimonthly as
of the 15th and last day of the month. It is
~ompleted for distribution by the 5th working
day after the 15th calendar day and 5th work-
ing day of following month,

(4) Distribution. Original and first three
carbon copies for staff sections, as applicable.
Original and first two carbon copies for units,
as applicable. 3d carbon copy to battalion. 4th
carbon copy to Chief, PMB/PMD. 5th carbon
copy for AMB/AMD,

¢. Personnel Qualifications Roster (Machine)
(DA Form 2473)

(1) Purpose. To provide commanders with
supplemental qualifications data on individuals,
as extracted from personnel records.

(2) Description. Separate rosters are pre-
pared alphabetically for officer and enlisted per-
sonnel by morning report unit to reflect indi-
vidual supplemental qualifications such as ed-
ucational level,” physical category, BPED,
BASD, ete.

(3) Frequency. Prepared monthly as of the
last day of the month. Completed for distribu-
tion by the 5th working day of the following
month.

(4) Digtribution. Original and 2d carbon
copy to battalion. 1st carbon copy to company.
3d carbon copy to PRB/PRD. 4th carbon copy
to Chief, PMB/PMD. 5th carbon copy for
AMB/AMD.
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d. Personnel Suspense Roster (Machine)
(DA Form 2474)

(1) Purpose. To provide notification that
specific suspense actions are due or overdue, so
that individual records may be updated.

(2) Description. Roster is prepared in two
parts. Part I contains. suspense actions that
PSD must complete, Part 1I lists suspense ac-
tions that the unit must complete. Roster is
prepared for each morning report unit; it
shows name, SSAN, grade, and specific sus-
penge action required for officer and enlisted
personnel, Roster is accompanied by punched
cards for each individual and suspense action
to serve as the updating document.

(8) Frequency. Prepared monthly as
of last day of the month. Completed for distri-
bution by the 6th working day of following
month.

(4) Distribution. QOriginal, first four car-
bons, and suspense cards to Chief, PRB/PRD,
Fifth carbon for AMB/AMD.,

“6-4. Special reports (punched card). Using
agencies should forward requests for personnel
information or reports, not currently being
provided, to the Chief, Personnel Service Di-
vigion, The ADPE Work Request (DA Form
2749-R) (fig. 9-1-2.1) will be used to request
special reports. DA Form 2749-R will be re-
produced locally on 8-by 1014-inch paper.
Punched card files must be updated with
changes from source documents before any re-
port can be produced., About 24 hours is re-
quired for this operation and this time factor
must be considered when making requests for
current data. Up to an additional 48 hours may
be required to prepare, edit, assemble, and dis-
tribute the completed report, depending on its
volume, If the request is for data not contained
on punched cards, as listed in paragraph 6-2,
the data normally eannot be furnished through
the use of punched card machines, If the need
develops, personnel data not maintained on
punched cards may be collected, transcribed to
the card, and the report prepared mechani-
cally. However, it must be realized that collect-
ing raw data and establishing punched cards
for 15,000 troops is time consuming and less-
ened responsiveness must be expected. There-
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fore, the need for additional data in punched
card form must be made known as far as possi-
ble in advance of the date the completed report
18 required. :

6-5. Recurring reports (manual). The following
manually prepared reports will be furnished
by the Personnel Service Division. The first
five reports are prepared manually only when
punched card equipment is not available. It is
contemplated that as experience with the Per-
sonnel Support System increages, many of the
current manual reports will become mecha-
nized. These reports are considered to be the
minimum necessary for efficient operation of
division personnel administration. Additional
reports may be required to meet local condi-
tiens or to meet the desires of commanders.
However, requests for additional reports must
be screened carefully to determine if the need
for the report outweighs the administrative
workload required to produce the report.

a. Personnel Information Roster (Manual).

(1) Purpose and format. This roster will
have the same purpose and format as the
punched card machine prepared roster (para
6-3).

(2) Frequency. It is prepared monthly as
of the last day of the month,

(3) Distribution. The original and 3 cop-
ies are forwarded to the company or appro-
priate division staff section, the fourth copy is
filed within the Personnel Management
Branch, Personne] Service Division.

b. Personnel Inventory Report (Manual).

(1) Purpose and description. This report
is made in three parts which have the same
purpose as Parts I, II, and III of the punched
card machine prepared report (para 6-3).

{(2) Frequency. It is prepared monthly as
of the last day of the month.

(3) Distribution.

(@) Part I. Copies are prepared for bat-

" talion and separate company headquarters and
Personnel Management Branch.

(b) Part II. Copy prepared for Person-
nel Management Branch.

(¢) Part III. Copies prepared for divi-
sion G1, adjutant general and Personnel Man-
agement Branch,

Y¢. Rescinded

6-4
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d. Identification of Enlisted Alien Personnel.

(1) Purpose. This report provides a cur-

rent roster of enlisted aliens assigned to each
unit of the division.

(2) Description. This is a roster of alien
enlisted personnel assigned to each unit, show-
ing name, grade, service number, duty MOS,
and duty position.

(3) Freguency. It is prepared monthly as
of the last day of the month.

(4) Distribution. Copies of the report are
prepared for each company, battalion 82, the
divigion G2, and the Personnel Service Divi-
sion.

e. Educational Level Survey,

(1) Purpose. This report provides unit
and battalion commanders, and the division G1
with the educational level of all assigned per-
sonnel,

% (2) Description. Shows number of
officers, warrant officers, and enlisted person-
nel who have completed various levels of eivil-
ian education,

{3) Frequency. As required.

(4) Distribution. Copies are prepared for
each unit, battalion headquaxrters, the division
G1, and Personnel Service Division.

f. Consolidated Strength Report,

(1) Purpose. This report provides se-
lected division staff officers with current divi-
sion strengths.

% (2) Description. It provides the strength
of the division by battalion showing autho-
rized, operating, attached, ete., strengths of of-
ficers, warrant officers, and enlisted personnel,
as extracted from morning reports,

(3) Frequency. Daily.

{4) Distribution. Copies of the report are
provided for the divigion G1, adjutant general,
and Personne!l Service Division.

g. Officer Strength Report by Broanch.

(1) Purpose. This report provides se-
lected division staff officers with current officer
strengths and assists in preparation of officer
requisitions.

(2) Descripiion. It is a report showing
strengths of officers by unit, grade and branch.

(3) Frequency. Daily.

(4) Distribution. Copies of the report are
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_provided for the division G1, adjutant general,
and Personnel Service Division. o
h. Monthly Officers Roster.
(1} Purpose. This roster may be used as a
locator and furnishes a ready reference for all

division officers,
(2) Desecription. It is a roster of officers

by battalion, providing selected information on
each officer in the division.

(8) Frequency. The roster is prepared
monthly as of the last day of the month.

(4) Distribution. Copies are furnished to
all units and division staff sections.

i. Report of Savings Program (AR 608-15).

(1) Purpose. This report furnishes each
commander information on the progress of the
savings program within his unit.

% (2) Description. The report shows the
number and percentage of personnel partici-
pating in the savings program and includes of-
ficer and enlisted personnel purchasing savings
bonds, recapped by company and battalion.

(3) Frequency. It is prepared monthly as
of the last day of the month.

(4) Distribution. Copies are provided for

each company and battalion headquarters, the
division savings officer, and Personne! Service
Division.
6-6. Special reports (manual). Requesting
agencies must screen carefully all requests for
special reports to determine the urgency or ne-
cesgity for the report before submitting it to
the Personnel Service Division. They must re-
alize that responsiveness to requests for special
reports will be much slower when reports must
be prepared manually. Requests for reports
containing financial information normally will
be made to the division finance officer. They
will be referred to the Personnel Service Divi-
sion only when the information required is not
available in the finance office.

6-7. Teams. a. Special purpose teams.

(1) Special purpose teams will be sent to
units from the Personnel Service Division to
render personnel services for large groups of
personnel when, in the opinion of the Chief of
the Personnel Serviee Division, they can better
be accomplished at the unit. Examples of such
actions are—

AGO 20116A
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{(a) Outprocessing of large groups.

* (b} Rescinded.

{¢) Perscnal affairs,

(2) The scheduling of special purpose
teams will be coordinated by the Chief of the
Personnel Serviece Dijvision with the appro-
priate personnel staff noncommissioned officer.
The size and composition of the special purpose
teams should be determined by the type of ac-
tion and the number of soldiers requiring ser-
vice,

(3) The following examples are suggested
guides for determining use of special purpose
teams:

(a) Outprocessing. Use should be based
on the forecast of losses,

(b) Personal affairs. Teams should he
sent to units periodically on a schedule devel-
oped from experience with each unit.

(¢} Other actions. A personnel staff
noncommissioned officer may request special
purpose teams from the Personnel Service Di-
vision whet he feels processing of an action
can be performed more profitably at the unit.
He will coordinate with the team leader of the
Personnel Service Division functional team
primarily concerned with the action, giving in-
formation on the type of action and the num-
ber of soldiers involved.

(4) The personnel staff noncommissioned
officer will provide an adequate work area and
insure that the soldiers to be processed are pre-
gent and possess all required documents.

% b. Second echelon support teams

(1) Second echelon support teams from
the Personnel Service Division should be at-
tached to units of battalion or larger size,
when they are detached from the division for
over 30 days. These teams should be composed
of personnel from the Personnel Records, Per-
sonnel Management and Personnel Actions
Branches of the Personnel Service Division.
Normally they will be the clerks who maintain
the personnel records of the detached unit, A
typical battalion-size second echelon support
team is shown in appendix 6-VI,

(2) Determination of the advisability of
attaching a second echelon support team to a
unit should be made by the division adjutant
general, after considering the desires of the af-
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fected commander. Two factors to consider in
making the decision are the length of the de-
tachment and the distance of the unit from the
Personnel Service Division. Second echelon
support teams should be attached to the unit
only when a loss of efficiency would result
from maintaining the records at the Personnel
Service Division.

(8) When a battalion or brigade is at-
tached to another division for a prolonged pe-
riod (normally over 30 days), the second eche-
lon support team should be integrated into the
Personnel Service Division of the new division.
However, if the battalion or brigade is de-
tached for separate operations, the procedures
in (a) and (b) below will be used.

{e) When a battalion ig detached from
the division, the second echelon support team
will be attached to the battalion headquarters
to form a battalion personnel section. In this
case, the battalion personnel staff noncommis-
sioned officer wiil function as a personnel ser-
geant and the battalion S1 as personnel officer,

(b} When a brigade with attached bat-
talions is detached from the division, the sec-
ond echelon support teams may be attached in
either of two ways—

- 1. Attached to brigade headgquarters.
The brigade operates a personnel section for
all assigned and attached units. The brigade

28 May 1969

personnel staff noncommissioned officer should
function as personnel sergeant and the brigade
S1 as personnel officer. There should be no
change in the functions of battalion personnel
staff noncommissioned officers except that they
should deal with the second echelon support
team attached to brigade headquarters instead
of with the Personnel Service Division,

2. Attached to battalion headquarters.
Each battalion operates a separate personnel
section as shown in (e) above, and the person-
nel records of the brigade headquarters are in-
tegrated with those of the battalion."

(4) The method of attachment to be used
should be determined jointly by the division
adjutant general and the affected brigade com-
mander prior to detachment.

(5) When a unit is attached to another di-
vision, the individual punched cards are trans-
ferred to the new division with the other per-
sonnel records. When the unit operates sepa-
rately, the cards will be retained by the parent
division, and the detached unit will operate
manually. The personne! section formed by the
second echelon support team will act on docu-
ments received based on the authority dele-
gated to the commander. Actions or documents
requiring higher headquarters approval or ac-
tion will be forwarded to the next higher head-
quarters for necessary action.
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*APPENDIX 6-I
AUTOMATIC DATA PROCESSING EQUIPMENT

(ADPE) WORK REQUEST (DA FORM 2749-R)

AGO 20118A

1. ADPE Work Request (page A6-2). This form is designated to facilitate
and control requests for ADPE services by using agencies, The form should
be submitted in duplicate to the Chief of the Personnel Service Division
(PSD), who will provide such assistance as may be necessary for its com-
pletion. A brief explanation to the requesting agency for the completion of
the ADPE Work Request follows:

ltem No,

Title
DATE
AMB/AMD CONTROL NOQ.

TO
FROM
JOB REQUESTED

TITLE OF JOB

FERSONNEL OR UNITS
CONCERNED

ADDITIONAL QUALIFYING
DATA

SPECIFICATIONS:
a. SERVICE REQUESTED

b, FREQUENCY

c. DATA

d. EFFECTIVE DATE

e. DUE DATE
DISTRIBUTION

- Entry
Date the request is initiated.
Number assigned by the AMB/AMD for re-
quest control purposes.
Chief, PSD or CO, PSC.
Self-explanatory.
Check in appropriate box to show that the
request is for one-time or recurring service.
Descriptive title for the requested service.
Checks in appropriate boxes to identify
types of personnel to whom the request ap-
plies; suspense data or other data desired;
and unijts to which the request applies.
Explained on DA Form 2749-R,

Check in appropriate box to show the for-
mat of requested service (summarized in-
formation is considered as a statistical re-
port). Number of copies desired. Sequence
of data (e.g., alphabetically by grade or
unit; alphabetically within grade, MOS,
and unit).

Check in appropriate box to show frequency
of requested service.

Specific data to be included on completed
job (e.g., unit designation, column headings,
individual names, MOS, service numbers,
grades, authorizations, sub-totals, or to-
tals).

Date on which the requested data is to be
current (i.e., ag of 2400 hours on the date
specified).

Explained by Note 4 on DA Form 2749-R.
Degcription of each item, if requested ser-
vice includes several parts or listings. Num-

A6-1
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APPENDIX 6-1—-Continued

DESCRIPTION OF USE
REMARKS

NAME, TITLE, AND
SIGNATURE

ber of copies to be distributed to each recip-
ient. Identity of each recipient. Method of
distribution {e.g., routine messenger ser-
vice, special courier, or telephone).
Explained on DA Form 2749-R.

Statements deemed appropriate, such as
reference to telephone ecalls, authority for
the request, and clarifying information not
shown elsewhere on the request.

Self-explanatory.

2. Use of form. On receipt of the completed ADPE Work Request, the
Chief of the PSD will determine the action to be taken and return the du-
plicate copy to the initiator. Use of this work request is not intended to
limit request for ADPE service but is to serve as a guide for using agencies
to insure they obtain needed information in the desired format. The ADPE
Work Request will also provide the necessary controls and information to
establish machine procedures, scheduling, and distribution. Use of this
form does not preclude verbal requests for machine services when the ur-
gency of the request may demand immediate action. Telephone request for
items of data on an individual may be made at any time.

A6-2
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APPENDIX 6-I—-Continued
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ADPE WORK REQUEST

DATE

AMB/AMD CONTROL NUMBER

TO:

FROM:

1. JOB REGQUESTED (Check appropriate block.).
[Tl RECURRING

[]sPeCIAL

2, TITLE OF JOB

PERSCGNNEL OR UNITS CONCERNED(Check applicable biock(s).}

(] oFFICER

[T WARRANT OFFICER
[] AccounTaBLE
[C]ATTACHED

[T} apsENT

[ auTHORIZED

[T susPENSE DATA (Specify)

] QUALIFICATIONS DATA (Specify}

] oTHER (Spacily)

[JEenuisTED

CJuUNITI)

Clomvisten
[Jerisane

] sATTALION
] comPany
[JeecTioN

[ oETAGHMENT
[C] oTHER {Specify}

4. ADDITIONAL QUALIFYING DATA (Descrihe fuily all necessary data or raquirements to be used in the elimination or selsction of the
personnal! or unite Indicated,)

SPECIFICATICONS

SERVICE REQUESTED

FREQUENCY

COPIES

SEQUENCE

[] ROSTER/LISTING

[[15TATISTICAL REPORT

[] PUNCHED CARDS

[C] oTHER {5psecify)

palLy
[CIWEEKLY
CIMONTHLY

[]oNE-TIME
[] oTHER (Specity)

c. DATA {(Spaclfy deta to be indicated on cards, roatera/listinge or reporte.),

d. EFFECTIVE DATE (Ax of date)

&, .DUE DATE (Sea Note 4 on raverss.}

DISTRIBUTION BY AME/

RESCRIPTION OF ITEM

COPIES

AMD {List each copy)

RECIPIENT

METHGCE

DA FORM 2749-R, 1 May 6%
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APPENDIX 6-I-Continued

DESCRIPTION OF UsSE (Include & briof atatement of what the repart wili be used for.),
REMARKS
TYPED NAME ANt TITLE OF REQUESTING FERSONNEL SIGNATURE OF REQUESTING PERSONNEL
NOTES
1. Separate Work Requests are required for each job or to be taken and any changes due to technical necessity.
parts thereof containing separate specifications.
4. *‘Due Date” is date completed work is due-in the
2. Identified samples of completed job or report format hands of the requesting agency. Consideration must be
may be submitted if deemed necessary. given tothe volume of job and prior requirements placed
on the AMB/AMD. Nommally 72 hours will be the mini-
3. The Personnel Svc Div/Co will retumn one copy of mum fime in which a punched card report can be prepared.
the Work Request as acknowledgment indicating action
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AMW CO A 11B4 11C4 ASGD B/P-NO PMOS-DMOS BIFF m. 1 |m
AMW AC A 11C2 t..—:ub ASGD P/P-NQ PMOS-DMOS DIFF 1 1 2 |m
AMW BO A 11C2 114 ASGD  P/P-NO PMOS-DMOS DIFF ' ) 1 i |_
AMW CO A 11C2 11C4 ASGD P/P.NO PMOS-DMOS DIFF 1 i w
AMW CO A 1104 11C4 ASGD PJP-ND FHOS-DMOS DIFF ) 1 1 w
AMW BO A 11B1 11D1 ASGD B/P-NO PMOS-DMOS DEFF 1 1 [_
AMW TO A 11D2 11D1 ASGD B/P-NO PMOS-DMOS DIFF A 5 1 6 __
AW TQ A 1181 1102 ASGD P{P-YES PMOS-DMOS DIFF 1 1 _H
AMW TO A 1101 11D2 ASGD P/PaNO PMOS-DMOS DIFF 1 1 _
AMW TO A - 64B2 mx:um ASGD P/P-NG PMOS-DHOS DIFF 13 ) 1 m_
AMW TO A 1102 11E2 ASGD P/P-NO PMOS-DMOS DIFF 1 ) 1 _
AMW AD A 11B4 11E4 ASGD m\—ule-mm. PMOS -DMOS DIFF ‘ 1 ’ 1 _

_
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APPENDIX 6-V
PERSONNEL SUSPENSE ROSTER
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CHAPTER 7
CONTROL OF VISITS TO THE PERSONNEL SERVICE DIVISION

7-1 General. Oneimportant factor in increasing
operational effectiveness of the Personnel Service
Division is the control of visits by soldiers. Re-
sponsibility for controlling these visits rests jointly
with the Perzonnel Service Division and the unit to
which the soldier is assigned If it is necessary fora
soldier to visit the Personnel Service Division, the
following will be observed:

a. Visits will be limited to the afterncon hours
only, except in emergencies.

b. Visits will be by appointment only. Pro-
cedures for scheduling appointments are contained
in paragraph 7-3. .

7-2 Use of inquiry form letter. Upon receipt of
8 request from a soldier for information or data
that cannot be handled by telephone or is not
svailable in the unit, consideration should be given
to obtaining the information by use of an inquiry
form letter. An inquiry form letter of the type
shown in appendix 7-1 is a locally reproduced form
letter upon which the soldier places certain basic
data to identify himself and his unit, and then
states specifically the nature of his inquiry. The
inquiry form letter is then sent direct to the Per-
sonnel Service Division where the inquiry is
answered and the completed form letter is returned
to the soldier concerned.

7-3 Scheduling appointments. a. If a soldier
states he wishes to visit the Personnel Service
Division on a business matter, appointments will be
made in the following manner:

{1) The soldier will request an appointment
to visit the Personnel Service Division
through his first sergeant.

(2) If the first sergeant cannot furnish the
required information, he should consider
the factors listed below. If necessary he
should then contact the personnel staff

AGO B383A

noncommissioned officer at his next higher
headquarters to inform him of the request.
(a) Is the information available within the
unit?
(6) Can the information be obtained by
telephone?
(¢} Can the information be obtained within
a reasongble time by use of an inquiry
form letter?

(3) If the personnel stafi noncommissioned
officer cannot furnish the required infor-
mation, he will contact the appropriate
specialist at the Personnel Service Division
and arrange an appointment for the
soldier to visit the Personnel Service
Division.

(4) Upon notification of the appointment from
the personnel staff noncommissioned of-
ficer, the first sergeant will prepare an
Appointment Format (app. 7-II) .and
have the soldier report to the personnel
staff noncommissioned officer at a speci-
fied time to meet his transportation, if
transportation is required.

{5) The personnel staff noncommissioned of-
ficer will make all necessary arrangements
for transportation to and from the Person-
nel Bervice Division for those soldiers
scheduled for appointment.

{6) Emergencies will be handled on an in-
dividual basis.

b. Appointment Format (app. 7-II) must be
examined to insure that there has been no deliberate
waste of time by individuals concerned, and to
determine if there is a pattern to the reasons for the
visits to the Personnel Service Division. If there
is, the Personnel Service Division should be notified
so that corrective action may be taken.

7-1
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APPENDIX 7-1
SAMPLE INQUIRY FORM LETTER

{Heading)
SUBJECT: Request for Information
(Date)
TO: CG, Division
ATTN:

(Cast Name, first nsme, initial) (Orade) (Service Br) *

Réquest the following informstion be provided on/for 'the above
named soldier:

{Initials of Go Clerk or Ist SEE) T51gnature of Hequestor)
' 1st Ind
T0: FROM: CG, Division DATE:

{ ) Requested information is not available. If the requested inform-
ation is still desired it may be requested from '

( ) Requested information is furmnished below:

(S1gnature and title)

FL XXX (Date)

AUY B3YIA A7'l.
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APPENDIX 7-1I
APPOINTMENT FORM

APPOINTMEtT FOTMAT

¥

(Last Name, First Name, Initial) (Service Nr)

Appointment with: locaiion
(Name ) (Bldg nr)

Reason for appointment

(Signature of First Sergeant) (Signature of Persomel Staff NGCO)

Time left unit Time arrived PSD Time left FSD Time arrived unit

(Signature of Team Leader PSD)
P T0 THE FIRST SERGEANT

A7-2
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CHAPTER 8
DOCUMENT ROUTING

8-1. General. a. To insure that the division
personnel support system operates effectively
and efficiently, Part II contains standing oper-
ating procedures to be followed in the process-
ing of personnel matters. Not all actions or
documents that may occur or originate in a
unit are covered by specific procedures. Only
those most common have been standardized.
These procedures are broken down into specific
actions to be taken at various levels of com-
mand by the company clerk and the battalion
or brigade personnel staff noncommissioned of-
ficer. The numbering sequence used in these
procedures is a series of three numbers, each
separated by a dash and representing definite
items.

(1) The first number represents both the
chapter where the procedure is to be found,
and the specific level of command represented,
i.e., 9 is Brigade, 10 is Battalion and 11 is Com-
pany.

*(2) The'second number enables the pro-
cedures to be subdivided into functional areas
as follows:

Code digit + Functional

Personnel Management

Personnel Actions and Personal Aﬁ'air§
{ Rescinded)

Records

Gerneral Administration

oo Qb

(3) The third number is the specific pro-
cedure to be followed, e.g., Procedure 9-1-1 is
the first procedure under Personnel Manag-
ment at Brigade level, and Procedure 11-4-3 is
the third procedure under Records at Company
level,

Procedures established for higher level organi-
zations, i.e., brigades or battalions, are based
on document routing channels in appendix 8-I.
If a document is to bypass a headquarters, no.

AGO 20116A

procedure for processing that document at
that level was written,

b. No specific procedure has been written
covering requests from unit commanders for
personnel records from the Personnel Service

Division. These requests will be handled by ei-

ther a telephone or written reguest from the
commander concerned or his representative to
the appropriate records clerk in the composite
team. An informal control method to account
for these records will be devised between the

‘records team leader and the personnel staff

noncommiasioned officer serving the unit.
8-2. Document routing channels. a. Under the
concept- of a consolidated personnel section,
with all personnel records maintained at a cen-
tral location and the elimination of unit per-
sonnel sections at lower levels, it became nec-
essary to review the existing channels through
which documents flow for action. As a result
of this review and considering the location of
personnel records, it is apparent that routing
channels for documents must be specified to in-
sure that the concept works efficiently and
speedily. In developing document routing chan-
nels, the following factors were considered:

~ (1) Removal of personnel records to a
higher headquarters means they are no longer
available at lower headquarters to check docu-
ments. :

(2) Lack of personnel to handle routine
clerical operations. ,

{3) Whether the unit actually needs to
act on the document or whether it is merely a
source of “nice to know"” information.

(4) Removal of the personnel records to a
higher headquarters automatically withdraws
approval authority for certain actions.

{5) Whether the document or action af-
fects combat efficiency of the unit or is merely
routine administration.

81
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(6) Requirements of existing Army direc-
tives.

(7) Brigade, Division Artillery and Sup-
port Command are primarily tactical units, not
administrative.

b. Based on the considerations in a above,
three general channels have been developed for
the routing of documents:

(1) Direct from companies.to the Person-
nel Service Division, .

(2) From companies through battalions
to the Personnel Service Division, bypassing
major subordinate commands.

(3) From companies through battalions
and major subordinate commands to the Per-
sonnel service Division.

¢. Appendix 8-1 prescribes routing channels
for most documents initiated at company level,
If a document or action originates that is not
listed in the appendix, the appendix may be
used as a guide to the general flow pattern of
decuments through channels and the new
document fitted into the routing channel as
seems appropriate, The underlying principle
on which routing channels are based is that
each commander must be allowed the preroga-
tive of influencing personnel actions which po-
tentially or actually bear on the combat effec-
tiveness of his command. Routing channels
could not be specified for certain types of docu-
ments, therefore, routings for these documents
are explained by a legend extending across the
last three columns.?

(1) On the Document Routing Channels

*The document routing channels are those sug-
gested for garrison or peacetime operation. Under
combat conditions where attachments to brigades will
change rapidly there will have to be medifications made
to the routings. It is recommended that under combat
conditions divisional brigades, except for Division Ar-
tillery and Support Command, be removed from the
administrative chain completely, except for their head-
quarters companies, Thus under these conditions, the
document routing channels, appendix B8-I, will be
changed to eliminate the last column completely, all
X's in that column to be transferred to the next column
headed {Co—Bn—PSD). There will then be only two
channels for the maneuver units, direct from company
to PSD or from company to battalion to PSD. Division
Artillery and Support Command will continue to op-
erate as usual.

8-2

28 May 1969

Chart {(app. 8-I), the first column lists the doc-
uments alphabetically by functional group.

(2) The next column is headed Co—PSD.
An “X" in this column means the document is
gsent from company direct to the Personnel Ser-
vice Division,

(3) The third column is headed Co—Bn
—PSD. An “X” in this column means the docu-
ment is sent from the company to battalion and
then to the Personnel Service Division.

% (4) The last column is headed Co—Bn—
Bde—PSD. An “X” in thia column means the
document is sent from company to battalion, to
brigade, to the Personnel Service Division.

(5) Whenever the word “Info” is used in
a column following an “X” in a previous col-
umn, it means the document is sent direct to the
unit specified by the “X” but an information
copy of the basic document is sent to the head-
quarters, specified by the word “Info.”

d. Separate divisional battalions will for-
ward all documents they receive or initiate,
‘which require higher headquarters approval,
direct to the Personnel Service Division regard-
less of routing channels. Those explained by a
legend will follow that route prior to geing to
the PPersonnel Service Division.

+e. Separate nondivisional brigades may
use appendix 8-1 by eliminating the last col-
umn (Co—Bn—Bde—P'SD) completely, all X's
in that column to be transferred to the preced-
ing column to read “Co—Bde”. Documents or
actions which require approval authority not
delegated to the separate brigade will be for-
warded to the brigade’s next higher headquar-
tera for necessary action,

f. The procedure in e above would also apply
to a divisional brigade with its attached battal-
ions, being supported by a second echelon sup-
port team, while detached from the division
for separate operations.

g. If a divisional battalion is detached for
separate operations and is being supported by
a second echelon support team, all documents
will go from company to battalion. The battal-
ion wiil forward those requiring approval to
the next higher headquarters.

AGO 20116A
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*APPENDIX 8-1
DOCUMENT ROUTING CHANNELS

Co

Co bn
Subject of document Co bn bde
PSD PSD PSD
1. Absence (leave or pass). Unit normally approves without
referra] except:
a. Excess leave __ ... _.._. (R X
b, All officers and headquarters staff NCO's ________._._ __ As required by local policy.
c¢. Countries outside CONUS ____________ . ____.______. X
2. Appointment or reduction of EM:
a. Permanent appointment of EM ____________ e - Unit to appeinting authority.
b. Reduction of EM ... e ioaoeo._ Unit to appointing authority.
¢. Temporary appointment of EM ________. e _ Unit to appointing authority..
3. Assignment, reassignment:
a. Reassignment . ...l ... X
b. Curtailment or extension of foreign service tour .__.___. X Info
¢. Deferment from oversea levy ____ . o o. X
d. Exchange assignment . ____._______. et s X
e. Intradivisional reassignment ______ .. ____._. e s X
f. Permissive assignment _. . ______ . ___________ _______._.___. X
g, Special assipnments (MAAG, ROTC, ete.) _______.___. As required by pertinent regulation.
h. Volunteer for foreign serviece _____ S X Info
4. Awards and decorations:
a. Awards and decorations other than Good Conduct Medal . ______________ _____________. X
b. Good Conduct Medal _____ . ____ ... ___._. X
5. Classification actions:
a. Army Language Testing ______________ ... ___ ... ___ X
b. On-the-job training . . . _________________________. X Info
¢. Pro-pay, granting or withdrawal _______.._______.____. X Info
d. Reclassification _ . . o ioioo--. X
e. Retest in Army Classification Battery __________.._______ X
6. Deaths:
a. Casualty reports __._ . ... X Info
b. Letters to next of kin ___..______ ... __._______. X Info
7. Separations:
a. Dependency discharge _.____ e eeeh iiiaaoo- X
b. Early separation ____________ .. . _a__.. X
¢. Elimination of homosexual _ _____ _______ .. __________. ______.. e X
d. Elimination of unfit and unsuitable - __.__._________.__ ____________.. X
e. Hardship discharge ______._________.__________..._ e e emeeees X
f. Home of record, separation _____.____._________._______ X
g. Retirement (EM only) _._ . __ . ____._._____ X Info
8. Enlistment, reenlistment:
a. Bar from reenlistment .. L e ceae o emiecceai- X
b. Discharge and reenlistment ___..__..__________.____ e e X
¢. Extension of enlistment _____ . - X
d. Waiver for reenlistment ___ . _______________________._ ____.._._..... X
9. Officer actions:
a. Appointment RA officer and warrant offieer ___.___._ _.. .. _ ... .. . .____.___ X
b. Appointment USAR officer and warrant officer ____._ e it el X

AGO 201184 A8-1
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10.

11.

12,

c.
d.
e.
1.
£.

h,

i

Subject of document Co Co b

Branch transfer ... _____________ R

Category declination or renewal __.____ .. .. ____.

X
e X
Elimination of substandard officer . .. Ll .. X
Relief from active duty __ i e ieaaao- e X
Resignation _ . .. __.__ X
Retirement ____ ...l .. X
Temporary promotion of officer and warrant officer _____. - X

Reports: '

a.
b.

H

= [ L - )

. Morning Report _______.. e e
. Officer Efficiency Report .. .. _.__.... .. _....o..... As required by rater, indorser and review

AWOL, inventory of personal property . . _........... X ‘
AWOL r1eport® e X Info Info

. Enlisted Efficiency Report ... ... . .. .. .. _ ___. Rater to indorser to unit CO to PSD.
. Desertion report . _______ .. .. ... ... X . Info Info

Enlisted Conduct and Efficiency Report ._ ... _..._.- X
______________ X Info

'‘channels. .

. Personnel Daily Summary - .- ... X

Verified Personnel Information Roster ___________.__.. X

School or special training:

=0 QLo oW

. Airborne training .______ .. ... __ e X -

» Civil sehools _. ... Indorse by immédiate and next higher command.
. Officer Candidate School application ________..__._.._. et e X

. Ranger training - . . ..ol __- X

. Service schools ... ... -

. Special Forces training _ ... __________._._.. X

Speecial actions:

a.

me gy oRESTIR =T of o

. Change of name, service number, date of birth .____.__

. Dependents travel .. __ .. ...
. Eligibility for mortgage insurance _________.____.___..

L ID tagE e
. Letters of Indebtedness (than and Mlhtary) ,,,,,,,,

. Medical examination and immunization notification _____.
. Orders, issuance of . ..o

. Retired Serviceman’s Family Protection Plan ________..
. Security clearance _ .. ... oo iaeiceaooa-
. Social security number, new or change .. ______.___.__.-
. Suspension of favorable personnel actions _____ . ... ..

Army Emergency Relfef ... ___ . ____.__.______. Headquarters with Army Emergency Relief
Officer.

Dependents ID ecards - ... .o .o _.._._.-

ID ecards __________.. e e e e e

As required by local policy,
Medical/dental records __ .- ... . _______. -

Bd b bd be b bd b4 B

Request for information .__.___._.___._______. .-

>

Info Info

AB-2
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PART TWO. PROCEDURES
CHAPTER 9.
PROCEDURES AT BRIGADE LEVEL

C2, AR 600-17

AGO 201164

Section I. GENERAL

%9-1. General. a. The operating procedures detailed in this chapter will
be followed by personnel staff noncommissioned officers of brigade-size
units to standardize and simplify procedures for implementing the divi-
sion personnel support system. The procedures do not cover every conceiv-
able type of personnel action, reports, etc., that conld be initiated at com-
pany level and ,channeled through brigade headquarters, Rather, they re-
present the most common actions which will be routed through brigade
headquarters.

b. Certain procedures previously included in this chapter have been res-
cinded and reference is made to comparable procedures in DA Pam 600-8
for information and general guidance in processing personnel management
and administrative actions, These procedures are listed below:

AR 6po-17 Refer to DA Pam 600-8
Pro. 9-2-1, Officer  Efficiency Reports Pro. 4~12, Preparation, Processing and Ree-
_ording of Officer Reports

Prg. 9-2-2, Report for Suspension of Fa- Pm 4—15, Administrative Actions te Sus-
vorable Personnel Action pend Favorable Personnel Actions

g9-2. Actlon initiated at brigade level. The procedures to follow for actions
initiated by brigade headquarters and headquarters companies (and re-
quired to be routed to the next higher headquarters) will be found in chap-
ter 10. In those cases the brigade personnel staff NCO functions in rela-
tion to the headgiiarters and headquarters company exactly as the battalion
personnel staff NCO functions in relation to the companies of the battalion.

9-3. Exceptions Ifa request for some type of action is received that is not
covered by a written procedure, the personnel staff NCO will check the ap-
plicable regulatlon (3). In case the meaning or the pr ocedure to be followed
is not clear, he will contact the Personnel Service Division for advice or
guidance, ' '

9-1
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Section II. PERSONNEL MANAGEMENT PROCEDURES
Procedure 9-1-1
AUS AND USAR PROMOTION TO CAPTAIN, FIRST LIEUTENANT
AND CHIEF WARRANT OFFICER (CW2)

1. Reference.
a. AR 135-155
b. AR 135-158
c. AR 624-100

2. Forms,

a. DA Form 78 (Recommendation for Pro-
motion of Officer),

b. DA Form 2446-R (Request for Orders).
This form will be reproduced locally on 8- by
1014-inch paper.

3. General a. Brigade commanders when fill-
ing positions authorized the grade of Colonel

{0-6) or above may be delegated authority to

promote from:

(1) Second lieutenant to first lieutenant.

(2) First lieutenant to captain.

(3) Warrant officer (WO1) to chief war-
rant officer (CW2). ’

b. The PSD will automatically furnish a par-

tially completed DA Form 78 (Recommenda-
tion for Promotion of Officer) to the appro-
priate commander prior to the time the officer
or warrant officer is eligible for promotion.

4. Procedure. a. Except for officers assigned to
the brigade headquarters, the recommendation
for promotion will be received with indorse-
ments by the unit commander and the appro-
priate battalion commander. The recommenda-
tion for individuals assigned to brigade head-
quarters will be received direct from the PSD.
(1) Check the S1 file to insure that no
flagging action under AR 600-31 is in effect on

9-2

the individual. A recommendation will not be
submitted while any investigation under AR
600-31 ig in progress,

(2) Verify individual’s promotion eligibil-
ity, using data in the recommendation,

(3) Submit the recommendation through
the 81, to the brigade commander in accord-
ance with staff procedure,

b. When the brigade commander has pro-
motion authority, the approved recommenda-
tion will be forwarded to the PSD for publica-
tion of the promotion orders.

(1) Prepare a request for orders which

-will be an inclosure to the approving indorse-

ment (fig. 9-1-1.1} (temporary promotion
only).

(2) Prepare the appropriate indorsement
approving or disapproving the recommenda-
tion. The indorsement must state that no inves-
tigation under AR 600-31 ig in progress,

(8) Dispatch the correspondence to the
PSD after approval and signature in accord-
ance with normal staff procedures.

c. When the brigade commander does not

have promotion authority he will make a rec-
ommendation and forward the DA Form 78 as

"shown in b(2) and {3) above for action by the

division commander,

%d. When the brigade commander recom-
mends disapproval of the promotion, the in-
dorsement will indicate specific reasons for dis-
approval and will be forwarded to PSD for
further action as required by AR 624-100.

AGO 20118A
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| PATEQF REGUEST
REQUEST, FORQROERS 15 April 1969

© -]

PROM:
06, 99th Inf Div, Ft Miller, Utah

00, 21st Inf Brigade
ATTN: AG-PSD

PART |
NAME OF FORMAT TC NUMBER
TEMPCRARY FROMOTION CF COMMISSIONED COFFICER 301
PART Il
STANDAND NAME LINK (SNL}

LINGEN, THOMAS W, 019230k9 INF Co B lst Inf Brigade Ft Miller Utah

PART Il - USE SELECTED FORMAT AS MODEL

WEAD LINK (LL)

YARIABLE RESPONSES
Grade {fr-to): 21T to 1LT:
DOR: 20 April 1968
AUS PED: 20 April 1968

REQ/ESTER'S nm?(_l-'md or Frinted) MIGNATURE
JOHN E. REDING .
COL, Tnf, Commanding M K. Goocliny
DA Y :‘O:O:: 2446- R REPLACES DA FORM 2448-R, ) SEP #), WHICH |15 OBSOLETE.

GPO : 1963 O - 652-590

“Figure 9-1-1.1
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Procedure 9-1-2
STRENGTH REPORTS

1. Reference. None
#*2. Forms.

a. Suggested format (chap 10, fig, 10-1-5.1)
b. DA Form 2749-R (ADPE Work Request).

3. General. a. The brigade personnel staff

NCO maintains current personnel statistical
data on the major elements of the brigade.
This is the principal source of current person-
nel strength data for use by the brigade staff.
Suggested format for maintaining this data is
shown in chapter 10,

b, If the brigade desires a consolidated bri-
gade Personnel Inventory Report, the brigade
personnel staff NCO will prepare an ADPE
Work Request to obtain the report from the
PSD Administrative Machine Branch,

c. Each battalion personnel staff NCO will
furnish the brigade personnel staff NCO all
company morning reports. These reports pro-
vide source of data to adjust brigade strength
charts maintained in the S1 section. This will
also provide the brigade with detailed strength
data on each organic unit and allow prepara-

9-4

tion of any required planning data without re-
course to subordinate units.

4. Procedure. a. Upon receipt of the unit morn-
ing reports from each battalion—

(1) Transcribe the data from the morn-
ing report to the strength chart.

(2) If required, furnish the unit morning
reports to the brigade S1 for his information.

(3) Prepare periodic extracts of the
strength chart for the brigade staff as re-
quired by the S1.

(4) Hand carry the morning reports to
the PSD,

b. The monthly Personnel Inventory Report
indicates the total personnel authorized and as-
sigged by MOS, and projected gains and
losses for 30, 60, and 90 days. Upon receipt of
the Personnel Inventory Report—

(1) Examine the projections in each MQS
to evaluate the possibilities of future MOS
shortages within the battalions.

(2) Furnish the Personnel Inventory Re-
port to the 81 for his information.

AGO 201154


SimS
Pencil

SimS
Pencil

SimS
Pencil


28 May 1969

C2, AR 600-17

Section IV. GENERAL ADMINISTRATION
Procedure 9-5-1
REQUEST FOR SPECIAL ORDERS

1. Reference. AR 310-10.

2, Form, DA Form 2446—R (Request for Ord-
ers).

3. General. ¢. The brigade commander may
publish those routine, combat, and courts-mar-
tial orders normally issued by a brigade except
for—

(1) Special orders.

(2) Letter orders.

b. Special orders for the division are issued
only at the PSD. Organizations requiring spe-
cial orders will request such orders from the
PSD and will furnish the essential elements of
the order, i.e., standard name line, lead lines,
and responses appropriate to the type of order
required (procedure 10-5-1),

¢. The majority of special orders required to
accomplish a specific personnel action will be

AGO 20116A

issued automatically by the PSD upon ap-
praval of the action., When an organization
below division headquarters has approving au-
thority for an action requiring special orders,
the orders must be specifically requested. The
P3D will establish a schedule for the submis-
sion of requests for special orders.

d. Normally, special orders effecting intra-
brigade reassignments directed by the brigade
commander will not be requested with an ef-
fective date earlier than 2 days subsequent to
date of approval. Requests for orders with an
earlier effective date will be coordinated with
the Chief, Personnel Management Branch in
the PSD.

4. Procedure. The procedure governing a re-
quest for orders for the brigade personnel staff
NCO is the same as for the battalion personnel
staff NCO (chap 10, pro 10-5-1),

9-5
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CHAPTER 10
PROCEDURES AT BATTALION LEVEL

C2, AR 600-17

AGO 201164

Section I. GENERAL

%10-1. General. a. Operating procedures detailed in this chapter will be
followed by personnel staff noncommissioned officers of battalion sized
units in order to standardize and simplify procedures for implementing
the division personnel support system. The procedures contained herein do
not cover all personnel actions initiated at company level and channeled
through battalion headquarters; only the most common of these are dis-
cussed.

b. Certain procedures previously included in this chapter have been res-
cinded and reference is made to comparable procedures in DA Pam 600-8
for information and general guidance in processing personnel management
and administrative actions. These procedures are listed below :

AR 600-17
Pro. 10-1-1, Enlisted Appointments

Pro. 10-1-2, Quarterly Sample Survey
of Military Personnel.

Pro. 10-1-3, Reclassification

Pro, 10-1-4, Request for Reassignment

Pro, 10-1-8, Commander’s Evaluation
Report.

Pro. 10-2-2, Officer Efficiency Reports.

Pro, 10-2-3, Officer Periods of Service
on Active Duty.

Pro. 10-2-4, Recommendation for Dis-
charge—Unfitness.

Pro, 10-2-5, Recommendation for Dis-
charge—Unsuitability.

Pro. 10-2-8, Report for Suspension of
Favorable Personnel Actions,

Refer to

DA Pam 600-8

Pro. 3-15, Processing of Temporary Promo-
tions and Lateral Appointments of
Enlisted Personnel,

Pro. 3-4, Processing and Administration of
Quarterly Sample Survey of Military
Personnel Questionnaires,

Pro. 3-1, Reclassification of Enlisted Per-
sonnel,

Proe. 3-5, Assignment and Reassignment of
Enlisted Personnel.

Pro. 3-8, Preparation and Processing of
MOS Evaluation Test Rosters and En-
listed Efficiency Reports.

Pro. 4—12, Preparation, Processing, and Re-
cording of Officer Efficiency Reports.

Pro. 4-2, Processing Officer Applications
and Declinations for Extension of Ser-
vice on Active Duty.

Pro. 4~8, Processing Recommendations for
Discharge Because of Unfitness or Un-
suitability.

Pro. 4-8, Processing Recommendations for
Discharge Because of Unfitness or Un-
suitability.

Pro. 4-15, Administrative Actions to Sus-

pend Favorable Personnel Actions.

10-2. Exceptions. a. If a request for some type of action is received
that is not covered by a written procedure, the personnel staff noncommis-
sioned officer will refer to the applicable regulation(s). If the meaning or

101
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the proczedure to be followed is not clear, he will contact the Personnel
Service Division for advice and guidance.

b. If the routing of a document is not listed on the document routing
channels chart (app. 8-1) the personnel staff noncommissioned officer will
contact the personnel staff noncommissioned officer at his next higher
headquarters for advice and assistance.

10-3. Separate battalions. Separate battalions will in both cases deal
direct with the Personnel Service Division,

10-2 AGO 201164
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C 2, AR 600-17

Section II. PERSONNEL MANAGEMENT
Procedure 10-1-5
STRENGTH REPORTS

1. Reference, AR 335-60.

2. Forms,

a. DA Form 1 {Morning Report).
b. DA Form 2471 (Miscellanecus Strength
Report). :

3. General. ¢. The Dbattalion personnel staff
NCO maintains current personnel statistical
data on the major elements of the battalion.
This is the principal source of current person-
nel strength data for battalion staff use.

#b. A Personnel Inventory Report (Parts
II and TV) will be furnished monthly to the
battalion commander by the PSD. This report
will refleet the authorized and operating
strength of the battalion and its companies in
each MOS, and projected losses. The Personnel
Inventory Report will provide a source of data
for determining current and projected MOS
shortages and overages within the battalion..

+¢. Unit morning reports will be submitted
to the battalion personnel staff NCO, The per-
sonnel staff NCO will distribute all morning
reports to higher headquarters for the report-
ing elements of the battalion. A definite time
must be established for receipt of morning re-
ports in battalion headquarters in order to
allow a spot check of the reports before the first
scheduled messenger is available to hand-carry
the reports te the PSD. No delay can be toler-
ated in the processing of the unit morning re-
ports at the PSD. Any reports delayed at unit
or battalion level will be hand-carried direct
to the PSD by special messenger.

AGO 20116A

4, Procedure, . Morning reports will be hand-
carried from the unit to the battalion personnel
staff NCO who— '

(1) Verifies the strength section of the
morning report by comparison between the
preceding day’s strength and the current

‘morning report remarks. Inaccuracies must be

reconciled with the unit clerk immediately.

(2) Extracts necessary information from
the morning reports in order to post the battal-,
ion strength chart,.

(3) Groups all unit morning reports,
checks to insure sufficient copies have been

.brovided and all units have submitted. reports.

Dispatches all unit morning reports to the
PSD according to Iocal procedure.

(4} Posts the battalion daily strength
chart (fig. 10-1-5.1).

Note. In cases where the battalion is assighed to a
brigade the morning reports will be routed through the
brigade staff NCO so strength figures may be extracted.

b. When the Personnel Inventory Report is
received from the PSD, the personnel staff
NCO— .

(1) Transcribes the projected loss data
from Part II to the Battalion Daily Strength
Chart.

(2) Examines the projections of gains
and losses in each MOS within the battalion.

(8) Furnishes the Personnel Inventory
Report to the S1 for determination of existing
critical MOS'’s and personnel shortages.

(4) Uses the information in the Personnel
Inventory Report for evaluating the effect of
individual personnel . actions on the MOS
strength of the unit concerned.
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C2, AR 600-17
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Section III. PERSONNEL ACTIONS AND PERSONAL AFFAIRS PROCEDURES
Procedure 10-2-1
LEAVE

1. References.
a. AR 600-290,
b. AR 630-5.

2, Forms.

a¢. DA Form 31 (Request and Authority for
Absence).

wb. DA Form 2496 (Disposition Form).

3. General. ¢. Detailed procedures for process-
ing ordinary leave depend prineipally on the
leave policies of the division commander. The
internal procedures in paragraph 4 are sug-
gested as meeting the broad requirements for
control of leave by unit commanders,

b. Requests for leave outside the continental
United States are initiated by the individual
and submitted through his unit commander
and the battalion headquarters to the PSD.
The battalion personnel staff NCO must be fa-
miliar with published DA restrictions on visits
to foreign countries and the administrative
travel restrictions imposed on military person-
nel.

c. Requests for ordinary leave submitted by
senior NCO’s on the battalion staff normally
are processed through the staff officer concerned
to the unit commander for approval. The crit-
ical position oecupied by the battalion personnel
staff NCO requires that the battalion com-
mander be informed when an extended absence
is requested by the personnel staff NCO. This
information may be conveyed through the S1 or
the battalion sergeant major, according to lo-
cal policy.

4. Procedure. a. Requests for ordinary leave
from battalion staff officers and unit command-
ers are processed through the battalion person-
nel staff NCO and the S81. The battalion com-
mander normally approves these absences per-
sonally. Prepare a memo routing slip and route
the leave request through the S1 to the battal-
ion commander for approval, and to the battal-
ion sergeant major for distribution.

%b. A request for ordinary leave outside of
CONTUS is normally the only type of leave re-
quest that will originate with enlisted person-
nel and be routed through the battalion for a
recommendation (Procedure 11-2-4). Upon re-
ceipt of such a request, the PRNCO—

(1) Determines if there is sufficient time
for the PSD) to process the request prior to the
desired date of leave.

{2) Checks the countries listed in AR
600-290 for any special requirements for entry
of military personnel into the country. The ap-
plicant should indicate that he is aware of any
special entry requirement for the country to be
vigited.

(3) Routes the request for approval in ac-
cordance with unit policy. Approval is recom-
mended by deletion of the “THRU” addressee
in accordance with normal correspondence pro-
cedures. Recommendations for disapproval re-
quire a comment indicating the reason for such
recommendation.

(4) Forwards the request to the PSD for
approval,

[Next page is 10-21]

AGO 20116A
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Procedure 10-2-7

MORTGAGE INSURANCE—ISSUANCE OF CERTIFICATES OF ELIGIBILITY AND TERMINATION
OF CERTIFICATES

1. References,

AR 600-8.

DA Pam 600-8.

. Forms.

DA Form 1049 (Personnel Action).

b. DD Form 802 (Request for and Certificate of
Eligibility).

¢. DD Form 803 (Certificate of Termination).

3. General. . AR 608-8 provides for payment
or mortgage insurance by the Army for military
personnel purchasing homes with FHA loans.
Personnel must be on extended active duty, have
completed over 2 years active service, the loan
must be for a one-family home, and the individual
must certify that he requires housing.

b, The individual must notify his commander
when he is no longer eligible for mortgage insurance
or sells the property.

4, Procedure. ¢. Upon request of an individual
for a ‘“Certificate of Eligibility’” for mortgage
insurance, the personnel staff NCO—

(1) Makes a preliminary determination of
eligibility.

(2) Has the company clerk prepare a DA
Form 1049 (fig. 10-2-7.1).

(3) TForwards the DA Form 1049 to the PSD.

b. Upon return of the DA Form 1049 with at-
tached DD Form 802 from the PSD, the personnel
staff NCO—

SO S

AGO B383A

{1) Explains to the individual the responsi-
bilities as outlined in paragraph 10c, AR
608-8.

(2) Has the individual sign all copies of the
DD Form 802 in item 10,

{3) Gives the original and 3 copies of the DD
Form 802 to the individual with instrue-
tions to deliver them to the lender.

{4) Encourages the individual to make a class
E allotment to repay his loan.

{5) Returns the 4th copy to the PSD.

¢. Upon receipt of a DA Form 1049 indicating the
individual is ineligible for mortgage insurance, the
personnel staff NCO will inform the individual of
the reason for ineligibility.

d. Upon notification by the PSD that an individ-
ual’s mortgage insurance status must be reviewed,
the personnel staff NCO—

(1) Interviews the individual to determine if
he is still eligible for mortgage insurance.

{2) If the individual is still eligible returns the
notice to the PSD by indorsement.

(3) If theindividual is no longer eligible makes
an appointment for him with the ap-
propriate PA specialist at the PSD.

e. Upon notification by the individual that he
has disposed of the property, the personnel staff
NCO will comply with d(3) above.

10-21
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AR 600-17

PERSONNEL ACTION — DATE
(AR 340-15) 28 Feb 62
F1LE REFERENCE SUBJECT
1l ~ Underwocd, Ralph T.

RA 19 300 831 Determination of Eligibility for Mortgasge Insurance
T0: FROH: E5 Relph T, Underwood

0, 15t B, 19th Inf gf'lgssm g;l

Ft Miller, Utah Co B, 1st Bn, 19th Inf

Fi Miler, Utah

NR PROCESS ING ACT IONS

1 1. Request that I be issued a certificate of eligibility for mortgsge
insurance under the provisions of AR 608-8. I require housing for myself and

iy femily and (mve) (have not) previcusly been issued a certificate of eligibility
for mortgage insurance, ’

2. (I applicsble explain issuance snd ddsposition of previous certificates.)

7. URDERWOOD
RA 19 300 831
8gt, Co B, 1st Bn, 19th Inf
2|T0: CG, 99th Inf Div FROM: €O, 15t Ba, 19th Inf 28 Peb 62 -
ATTN: AG=PSD S
Forwardad for detarmination of eligibvility and issuance of certificate of
eligibility.

FOR THE COMMANDER:

st

PAUL L. LIRDQUIST
Cept, Int
Adjutent

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

DA | Fnocﬂ.': 55 1 04 9 REPLACES EDITION OF 1 OCT 83, wHICH |8 OBSOLETE GPO: 1955 0 - 34714

Figure 10-2-7.1.
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Section IV. GENERAL ADMINISTRATION
Procedure 10-5-1
ROUTINE ORDERS

1. Reference. AR 310-10.

2. Form. DA ‘Form 2446-R
Orders).

3. General. a. Battalions assigned to divisions
or separate brigades are authorized to publish the
following types of routine orders:

(1} Circulars or memorandums.

(2} Daily bulletins.

{(3) Court-martial orders.

(4) Unit orders.

b.. During periods of detachment from their
parent unit, the types of routine orders a battalion
is authorized to publish will be determined by the
headquarters to which they are attached.

¢. Unit orders will be utilized for the assumption
of command and the assignment of additional
duties within the battalion.

. d. Special orders,

(1) Special orders for the division or separate
brigade are issued only by the PSD.
Organizations requiring special orders will
request such orders from the PSD, furnish-
ing the essential elements of the order,
i.e., standard name line, lead lines and
responses appropriate to the type of order
required.

(2) The majority of special orders required to
accomplish a specific personnel action are
issued automatically by the PSD upon
approval of the action. When an organi-
zational element has approving authority
for an action requiring special orders, such
as changes of principal duty, appointments
or promotions, or duty appointments re-
quired by regulation to be on special
orders, the orders must be specifically re-
quested from the PSD.

(3) The personnel staff NCO will consolidate
all requests for special orders received
from elements of the battalion. The PSD
will establish a schedule for the submission
of the requests.

(Request  for

AGO 8383A

755-008 O-65—6 (7240A)

(4) Normally, special orders affecting intra-
battalion reassignments which have been
directed by the battalion commander will
not be requested with an effective date
earlier than 3 days subsequent to the date
of approval. Requests for orders with an
earlier effective date will be coordinated
with Chief, Personnel Service Division.

4. Procedure. a. Unit Orders: The company
Ievel procedure (Procedure 11-5-5) will be followed,
except that the orders, other than assumption of
command, may be authenticated by the battalion
adjutant for the commander.

b. Circulars or memorandums, daily bulletins,
and courts-martial orders will be published in ac-
cordance with the appropriate section of AR 310-10.

¢. Special orders will be requested from the PSD
on a DA Form 2446-R (Request for Orders) The
personnel staff NCO will—

(1) Verify that a special order is requlred by
the governing regulation or command
directive.

(2) Insure the DA Form 2446—R is prepared
in duplicate and authenticated by the
adjutant. If complete personnel data
needed for the form is not available within
the battalion, the item will be left blank
and filled in at the PSD. However,
enough specific personnel data to identify
the individual concerned must always be
furnished. Appendix I, AR 310-10 pro-
vides the information required for all types
of orders. Figures 10-5-1.1 through
10-5-1.3 provide samples of completed
DA Forms 2446-R.

(3) Forward the original DA Form 2446-R
to the PSD, The duplicate is placed in
the S1 suspense file until receipt of the
published order. If the order is not re-
ceived within a reasonable time, an inquiry
should be made to the PSD member con-
cerned with the action requested.
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CATEOF REQUEST

REQUEBALE;?:?;«QRDERS 1 December 1962
; CG 99th Inf Div, Ft Miller, TUtah FROM:
ATTN: . AG-PSD €0, 1st Bn, 19th Inf
Ft Miller, Utah

PART |

NAME OF FORMAT (Pages 63 the 218, AR 310 10) TC NUMBER
Duty Appointment 350
PART I

BTANDARD NAME LINE (SNL) {Pages 119 and Fig %, AR 310 - 10)

HAYES, JOHN L 02364837 15T LT INF Co B 1st Bn 19th Inf

PART Ui - USE SELECTED FORMAT AS MODEL

LEAD LINR {LL) VARIABL B RESPONSRS

Apt to: Investigating Officer

Eff date: 6 Dec 61

Pd: NLT 16 Jan 61

Purpose: To investigate the facts and circumstances surrounding an
antomobile accident involving Cpl Henry W. Stone,
RA 13400876, Co B, 1lst Bn, 19th Inf, and Mr. Joseph T.
Watkins, 611 Main St., Ogden, Utah. Accident occurred at
approx 2315 hrs, 30 Nov 61, in the vic of Popler St. and
3rd Ave., Ogden, Utah. AR 15-6 applies.

Auths NA '

Sp instr: OTf will repert to the FM, Bldg T-36, for briefing amd to
obtain eviderce. Rpt of inves will be sub to the S1,
1st Bn, 19th Inf, in quarduplicate, NLT 15 Jan 61,

REQUESTER'S MAME (Fmd’ot Printed) Iﬂqn‘runa

. 2 -
P T. LI UIST, CAPT, INF, S1 .
AUL LINDQ ’ ’ ’ | \gﬁu-é/ %7/"- ((;‘ ccen V-

-D__A 1 :.o,qm:, 2446'! REPLACES DA FORM Z2440-R. 1 "EF 81, WHICH I3 OCBSOLETE

Figure 10-6-1.1.
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AR 600-17

CATEOF REQUEST
REWE{%\LEE&:.O,RDERS 1 December 1962
T €G, 99th Inf Div, Ft ¥iller, Utsh FROM:
ATTN: AG-PSD €0, 1at Bn, 19th Inf

Ft Miller, Utah

PART |
NAME OF FORMAT (Pages 65 thiu 218, AR 310-10) TC NUMBER
buty appointment 350
PART N
STANDARD NAME LINE (S¥L) (Pages 219 and Fig 9, AR 310- 10)

¥AJ ROBERTS, ZANE W 075996 INF HQHQ Co lst Bn 19th Inf
ROBERTS, JOHNVAR T OLOSL301 CAPT INF Co A lst Bn 19th Inf
WHITING, PAUL T 0924069 CAPT INF Co B 1st Bn 19th Inf

PART I - USE SELECTED FORMAT AS MODEL

LEAD LINE (LL)

YARIAGLE AESPONSES
Apt to: Board
Eff date: 6 Dec 61
Bd: Indefinite
Purpose: Waking recomendations UP AR 635-209.
Authy AR 635-209
Sp instr:

Report to convening auth every 10 days on status of cases
referred tc board.

REQUESTER'S HAME ( Typed or Printed)

JGNATURE

N
PAUL T. LINGQUIST, Capt, Inf, Sl CZlae R Aege et

DA 1 :?:.:z 2446'R REPL ACES OA FORM 2440-R, | SEP 81, WHICH |8 OBSOLETE.

Figure 10-6-1.2,
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DATEOF REQUEST

REQUEST FOR ORDERS *1 December 1962
T Ch, J9th Inl’ DIv, Ft Miller, ULan FROM:
° ATTN: AG-PSD €O, 1lst Bn, 19th Inf

- : Ft ¥iller, Utah

PART
NAME OF FORMAT {Pages 65 tha: 316, AR 310- 10) (Pages’ 65 thru 210, AR 310-10) TC NUMBER
Temporary Appointment - Enlisted Personnel 310
PART It
BTANDAAD NAME LINKE (SWL) [Pages 217 and Fig 3, AR $10- 10) ~
Paragraph 16, Line 04 T

‘STANDARD NAWE LINE (SNL) (Pages 219 and Fig 9, AR 310-10)

THOMAS JOHN R RA 36L48627 CPL EL P1 112.60 (111.60) Co C Lst Bn 19th Inf

PART Ul - USE SELECTED FORMAT AS MODEL

LEAD LINR (LL) YARIABLE REFSFONSES
To be: SGT %5
DOR: 1 Dec 62
APT BY: Co, 1st Bn, 19th Inf.
®EQUESTER'S NAME ( Trped or Printed HeNATYRE

' PAUL L. LINQUIST, Capt, Inf, S1

Ll X7 L v
DA Y :‘ONR':! 2446- R REPLACES DA FORM 244¢-R. | 8EP 81, WHICH IS OBSOLETE. &

Figure 10-5-1.8.
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C2, AR 600-17

CHAPTER 11
PROCEDURES AT COMPANY LEVEL

Section 1. GENERAL

#11-1. General. a. The operating procedures
detailed in this chapter will be followed by all
company size units in order to standardize and
simplify procedures for implementing the divi-
sion personne! support system. The procedures
contained in this chapter represent only the
most commeon recurring actions and those most
suitable for standardi;ation.

AR 00-17

Pro. 11-1-1, Applieation for Airborne

Training.

Pro. 11-1-3, Clasgsification and Reclassi-
fication in MOS.

Pro. 11-1-4, Commander's Evaluation
Report.

Pro, 1i{-1-5, Compassionate Reassign-

ment.
Pro. 11-1-8, Enlisted Evaluation System,

Pro, 11-1-12, Retesting with Army Clas-
sification Battery.

Pro. 11—-1—13, Service Schools.

Pro, 11-1-14, Special Assignments.

Pro. 11-2-1, Early Separation to Accept
Employment of a Seasonal Nature.

Pro. 11-2-2, Early Separation to Attend
School.

Pro. 11--2-3, Extension of Current Pertod
of Active Duty or Enlistment.

Pro. 11-2-6, Military ID Card.
Pro. 11-2-8, Recommendation for Dis-

charge—TUnfitness.

AGO 20118A

Refer to

D. Certain procedures previously included in
this chapter have been rescinded and reference
is made to comparable procedures in DA Pam
600-8 for information and general guidanee in
processing personnel management and admin-
istrative actions. These procedures are listed
below :

DA Pam §00-8

Pro. 3-20, Processing Applications for Air-
borne Training and Assignment.

Pro. 8-1, Reclassification of Enlisted Per-

sonnel, _ .

3-8, Preparation and Processing of
MOS Evaluation Test Rosters and En-
listed Efficiency Report.

38-5, Assignment and Reassignment of
Enlisted Personnel.

3-3, Preparation and Processing of
MOS Evaluation Test Rosters and En-
listed Efficiency Report.

3-2, Processing of Requests for Testing
and Retesting for Aptitude Areas and
Army Language Proficiency.

2-10, Processing of Applications for
Service School Attendance,

38-6, Assignment to Duty with ROTC
or Reserve Component.

#2-7, Processing of Special Assignments
and Requests for Special Assignment.
4~8, Processing Request for Discharge
and Release from Active Duty.

4—6, Processing Requests for Discharge
and Release from Active Duty.

48, Processing Extensions of Enlist-
ments Current Periods of Active Duty.
4=17, Processing Requests for Military
ID Cards.

4—8, Processing Recommendations for
Discharge Because of Unfitness or Un-
suitability.

Pro.

Pro.

Pro.

Pro.

Pro.
Pro.
Pro,
Pro.
Pro,
Prao,
Pro.

Pro.

11-1
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C2, AR 600-17

11-2

28 May 1969
Pro, 11-2-9, Recommendation for Dis- Pro, 4—8, Processing Recommendations for
charge— Unsuitability. Discharge Because of Unfitness or Un-
suitability.
Pro, 11-2-10, Separation for Dependency  Pro. 4-6, Processing Requests for Discharge
or Hardship. and Release from Active Duty.
Pro. 11-2-15, Changes to Records of Pro. 4-11, Processing Request or Change of
Name or Birth Data. Name, Birth Data, and Service Num-
ber.

11-2. Exceptions. If a request for an action not covered by a written pro-
cedure is initiated, the company clerk will refer to the applicable regula-
tion(s). In case the meaning or the procedure to be followed is not clear,
he will contact the personnel staff noncommissioned officer at his mext
higher headquarters for advice and guidance. Questions concerning the
routing of documents not listed in appendix 8-I will be referred to the per-
sonnel staff noncommissioned officer at the next higher headquarters.

11-3. Separate companies. Separate companies, i.e., division headquarters
and headguarters company and military police company, will deal directly
with the Personnel Service Division. In general, whenever a personnel
action is requested that would affect the strength of the unit (requests for
discharge, reassignment, volunteer for overseas, etc.), the company clerk
will arrange an interview between the soldier requesting the action and
the first sergeant or company commander. This interview will be accom-
plished prior to initiating any formal written request for the type of action
desired. A company policy should be established listing the actions requir-
ing prior interview. Although many of the following procedures indicate
concurrent preparation of an application and action by the company com-
mander, the company cierk should not anticipate the commander’s decision.
Normally, the company commander will indicate informally his general
policies regarding personnel actions to the first sergeant. Prior coordina-
tion with the first sergeant will eliminate many errors and much retyping.

AGO 20116A
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28 May 1969

C 2, AR 600-17

Section II. PERSONNEL MANAGEMENT PROCEDURES
Procedure 11-1-2
ASSIGNMENT TO SPECIAL FORCES ORGANIZATIONS

1. References.
a. AR 611-7,
*b. AR 611-6.
e. AR 614-62,
d. AR 614-6.

2. Forms.

a. DA Form 2478 (Application for Airborne
—Special Forces—Airborne for Assignment to
Special Forces Training).

b. DA Form 2496 (Disposition Form).

¢. DD Form 898 (Statement of Personal His-
tory).

#3. General. Soldiers who meet the require-
ments may volunteer for Special Forces train-
ing. A soldier must be airborne qualified or
must volunteer for airborne training prior to
assignment to a Special Forces unit. If the sol-
dier desires foreign language training in con-
junction with Speecial Forces training he may
apply under the provisions of AR 611-6. Lan-
guagé training will be given only upon comple-
tion of Airborne or Special Forces qualification
training,

4, Procedures. a. A scldier who volunteers for

Special Forces must be airborne qualified.

' (1) If the soldier is not airborne qualified
he will submit an application for airborne
training prior to assignment to Special Forces
(fig. 11-1-2.1),

(2) If the soldier is airborne qualified he
will submit an application for assignment to
Special Forces (fig. 11-1-2.2),

Note. Enter the “Date of Birth” in the same block
as the name. A summary of significant military service
to include service schools will be entered in the “Addi-
tional Qualifications” block, in addition to any special
qualifications the applicant may have,

“b. Have the soldier read the eligibility re-
quirements in AR 614-62 and assist him in de-
termining his eligibility from available infor-
mation on the Personnel Information Roster.,

AGO 20118A

¢. If the soldier does not have at least a
CONFIDENTIAL clearance, action should be
taken to have one issued prior to submission of
his application,

d. Have the applicant take a physical fitness
test and a swimming test.

¢. Notify the personnel actions specialist of
your composite team to furnish the unit with
sufficient copies of the SF 88 (Report of Medi-
cal Examination) to have a medical examina-
tion given to an applicant for Special Forces.

f. Make an appointment to have the appli-
cant given a medical examination.

Yg. Prepare a DA Form 2496 requesting
that the Special Forces Selection Battery Test
be administered (enlisted personnel only) (fig.
11-1-2.3).

k. Have the applicant fill out a draft copy of
a DD Form 398 (Statement of Personal His-
tory).

t. Have the applicant take the draft DD
Form 398 to the battalion S2 office to be
checked for completeness. After the S2 has re-
viewed the DD Form 898, the soldier will re-
turn it to the company clerk.

7. Type the DD Form 398 in final form in
original and 8 copies.

k. Have the soldier read and sign all copies
of the DD Form 398 before a witness (any per-
son). The witness will sign the DD Form 398
in the space provided on the form and the sol-
dier will be given 1 copy of the form as his per-
sonal copy.

[. Prepare the statement of applicant (fig.
11-1-2.4),

m. Have the soldier read and sign the pre-
pared statement concerning temporary duty
pending further orders.

%n. Prepare the application (DA Form
2478) in draft form based on interview with
the soldier. Ascertain whether individual is

11-3
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C2, AR 600-17

subject to flagging or other personnel actions,

0. Submit the draft applicaton and com-
pleted inclosures to the unit ecommander for
approval. »

p. Type the applicaton in final form in or.igi-
nal and 4 copies (fig. 11-1-2.1) and attach in-
closures,

%¢. When the unit commander has signed
the forwarding indorsement (fig. 11-1-2.5)—

(1) Remove a copy of the application for
the unit file,

28 May 1969

(2) Forward the original and 3 copies,
with inclosures attached, to the PSD.
r. When the application is received by the
PSD, an appointment will be scheduled to have
the applicant administered the Selection Bat-

. tery Test. The PSD will notify the unit of the

time, date, and the place of the test.

s. If the soldier is applying for Airborne and
Special Forces training, he must sign the state-
ment of affirmation upon return 6f the ap-
proved application (fig, 11-1-2.5).

[Next page is 11-7]

114
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C 1, AR 600-17

APPLICATION FOR
BHEAREOIXIIRARICBENE AIRBORNE FOR ASSIGNMERT TO SPECIAL FORCES* TRAINING

T0: G0, Co B, 1lst Bn, 19th Inf, Fort Miller, Utah

1. NAME (Last - Firat - Middie [nitial) DOB: 1J1m32 2. SERVICE NUMBER 3. GRADE 4., PROFICIENCY PAY
UNDERWOOD, RALFH T. RA 19 300 831 SGT E5 None
B. PMOS 7. SEC CLEAR 8. APT AREA SCORE 2. ETS 10, ASSIGNED UNIT
1116627 Co B, 1st Em,
8. 3MOS Conf, w111 Sep &8 19th Infantry
76,6 Ft Miller, Utah
118. AIRBORNE QUALIFIED 12. ADDITIONAL QUALIFICATIONS (Fwrwd, AR §14-62)%*
Cives (Bweo 1. Proficlent in 3 forelgn languages.
2, Demolitionist
b. DATE QUALIFIED Hilitary Service: Entered ave Sep 60; attended
N/A Army Language School; and Pera. Spe¢. School,

1. UP of AR 611-7*%, AR 614-62* A XROOX
I hereby volunteer for XN 9,

2. I fully understand that failure to complete the basic Airborne training will disqualify me
for assignment to an Alrborne unit or a Special Forces unit.

3. I volunteer to perform aircraft flights, parachute jumps and to participate in realistic
combat training while securing Airborne or Special Fotces training and/or performing Air-
borne or Special Forces duty.

4. [ agree to serve a mxmmum of eighteen (18) months from date of initial asmgnment to
Special Forces* -1k DA A0 H G g S (el ] i RS B EGE
If my period of remammg service on my current tour of achve service is not su[hctent to
insure completion of the prescribed requirement | agree to extend my enlistment under .

the provisions of AR 601-210 or be discharged under the provisions of AR 635-205 and re-
enlist for an appropriate period under the provisions of AR 601-210,

**5 ] understand that if I should fail to be cleared for access to secret information and
materials as required by current regulations I will be reassigned in accordance with the
needs of the service and will be required to complete the period for which [ enlisted or
extended.

DATE

ws | Pt G et

SIGMATURE OF APPLICANT

*Doleta if not applicable.
“sApplies only to Special Forcen mpplications.

DA .52 2478 r24138

AGO 5T9BA

*Figure 11-1-2.1, 11-7
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C 1, AR 600-17

EXRRVERELK- SPECIAL FORCES® -

APF LICATION FOR

kX TRAINING

TO:

C0, Co B, lst En,

19th.Inf, Fort Miller, ltah

1. NAME (Laat - Firat « Middle mll{lan 2. SERVICE NUMBER 3. GRADE 4. PROFICIENCY PAY
UNDERWOCD, RALFH T,
' "DOB: 1lJun32 (RA 19 300 831 SGT E5 None
5. PMOS 7, SEC CLEAR 6. APT AREA SCORE " ETS 10. ASSIGNEDR UNFT
111,6727 SECRET (Fi alb Co B, lst Bn,
0. SMOS3 n 111 65 19th Inf
- T16.6 " Sep Ft Miller,Utah

118. AIRBORNE QUALIFIED

12, ADDITIONAL QUALIFICATIONS (Para

fglves <« Oneo Co- 1. Master Parachutist; 2,

langusges;3, Demolitionis

b. DATE QUALIFIED

conflict:

Mil,Sve: Enl Jan 50; Served in Korea during

4. AR 614-52)*
Proficient in 3 foreign
te

{Cont'd in remarks section

2. 1{ully understand that failure to complete the basic Airborne training will disqualify me
for assignment to an Airbome unit or a Special Forces unit.

3. I volunteer to perform aircraft flights, parachute jumps and to participate in realistic
combat training while securing Airborne or Special Forces training and/or performing Air-
borne or Special Forces duty.

4. I agree to serve a mlmmum of elghteen (18) months from date of initial assignment to
Special Forces* -XERToR(NY XGERBE G b SO XN K X N TEN O OGN N X ARG N XXX
If my period of remaining service on my current tour of active service is not sufficient to
insure completion of the prescribed requirement I agree to extend my enlistment under

the provisions of AR 601-210 or be discharged under the provisions of AR £35-205 and re-

.‘5.

enlist for an appropriate period under the provisions of AR 601-210.

extended.

I understand that if | should fail to be cleared for access to secret information and
materials as required by current regulations I will be reassigned in accordance with the
needs of the service and will be required to complete the period for which I enlisted or

DATE

12 July 1961

SIGNATURE OF ARPLICANT

bl T tsdsns’

¢Dalete if not applicable.
s*Appliss oniy to Spacial Forces applications.

DA 2%

11-8

2478

wFigure 11-1-£.2.

A24138

AGO 5798A
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AR 600-17

PERSOMNEL ACTION pate
(AR 340-15) 12 July 1961

TLE REFERENCE UBJEET

Underwood, Ralph T.

RA 19 300 831 Request for Special Forces Belection Battery Test
¥ Parsammel Officer (AG-PSD) FROM: 00, Co B, lst Bn, 19th Inf
ATTHN: Persommel Mgt Br Fort Miller, Utah
Fort Miller, Utah

NR PROCESSSNG ACT I0NS

1 Request that the Special Forces Selection Battery Test be administered to
SQT E5 RALPH T. URDERWOOD, RA 19 300 831 in accordance with AR 61L4-62.

G/%w//,/%«,u
gty 1o

- USE PLAIN PAPER POR CONTINUATION QF COMMENTS
DA ) Fuoc'"“ I 04 9 REFLACES EDITION OF | OCT B2, WHICHJS OBSOLETE GWO: IA38 1. IMTIY

Figure 11-1-2.8.

AGO 57984 11-8.1
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AR 600-17

8

L]

ATE

z

1. In connection with my application for assignment to Special
Forces, it is clearly understood thet:

a, Orders will indicate "Temporary Duty pending Further
Orders” and that I will not be entitled to dislocation allowance,
dependent travel, or movement of household goods to new station
until such time as I successfully ccmplete Special Forces andfor
Alrborne Training.

b. It may be necessary for me to accept on-the-Jjob train-
ing in an MOS other than my IMOS to obtain essigmment requested.

2, I (do }{@e-net) agree to all stipulations shown above.

Pigure 11-1-2.4,

11-9


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


AR 600~17

e
Trerancs {Liat and stiach olf reqaeete lor waivers and inclosures.)

%1, Results of physical fitness test.

2, DA Form 1049 (Request for Special Forces Selection Battexy Test).
#3, DD Form 398 (Persomal History Statement),

4. Boldiers Statement.
#5, SF 88 (Report of Medical Exmmination).

#Ho sanples provided.

TRAINING (Pera 15, AR 611-7)

| DEMRE TO BE ASSIGNED TO AN AIRBORNE QORGANIZATION TO UNDERGO AIRBORNE TRAINING.

NOTE: ‘this statement will be campleted upon the approval and return of this
application, if the soldier 1s not Airborne qualified.

THE FOLLOWING STATEMENT WILL BE COMPLETED AFTER FINAL ACTION HAS BEEN TAKEN ON AN APPLICATION FOR AIRBORNE

ATIN: AG~PSD
1. Recommend approvel.

2. Conduct e &/ Efficiency W

adninistrative actions which may result in resgsigment or discharge.

/anm/// iz e

5 Incl 'HQJAS w.

v}
M"/ Do L/ ..um}?qzy /é’,défj///#tbté
18T INDORSEMENT
T0: CG, 99th Inf  FROM: CO, Co B, lst En, 19th Inf 16 July 1961

3. Sgt Underwood is not under charges, flagging action under AR 600-31, or

a5 GOVERNMENT PRINTING OFFICE : L% O - 41719

Figure 11-1-2.5,

11=-10"

AGO B383A
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28 May 1969

C2, AR 600-17

PROCEDURES 11-1-6

wENLISTED PROMOTIONS NOT CHARGEABLE TO QUOTAS

1. Reference. AR 600-200
2. Form. DA Form 2496 (Disposition Form).

3. General. This procedure covers various types
of temporary and permanent promotions which
do not require quotas. Enlisted personnel rec-
ommended for promotion must be in promota-
ble status as defined in AR 600-200. Promo-
tions will not be made in any grade which
would exceed the authorized TOE, nor will a
vacancy created through reduction result in
more than one promotion in each lower grade
through E-4,

4. Procedure. a. Administrative reductions.

(1) After reduction is made within the
unit, the unit commander will interview the
soldier who has been reduced to find out if he
wishes to appeal the reduction. If the soldier
does wish to enter an appeal, no appointment
may be made until, and unless, the appeal is
denied by the commander authorized to take
final action. In all cases promotions to fill this
vacany must be made within 60 days of reduc-
tion or the vacancy is forfeited. If the soldier
does not wish to appeal the reduction then he
must make a written statement to this effect
(fig. 11-1-6.1).

{(2) The unit commander will determine
cumulative promotion vacancies within his
unit.

{3) I a vacancy does exist, the unit com-
mander may promote up to grade E—4, after
verifying the soldier’s eligibility with PSD. For
promotion above grade E-4, the unit com-
mander must recommend such promotion to
the bhattalion commander. Recommendations
will be submitted to battalion on DA Form 2496
(fig. 11-1-6.2).

(4) The unit commander will issue a ver-
bal promotion order to grade E—4 and submit a
request for orders confirming his verbal order
to the PSD,

(5) Orders effecting an enlisted promo-

AGO 20116A

{1) Submit a DA Form 268—(Report
tion require a morning report entry in accord-
ance with AR 335-60.

b. Appointment to PFC,

(1) The Personnel Management Branch
of the PSD will furnish the unit a DA Form
2496 with the names of enlisted personnel who
are eligible for promotion to PFC.

(2) The unit commander will review the
list of names to determine if he desires to
promote the eligible enlisted personnel. If he
decides not to promote any individual, he will
so annotate the list and return it to the PSD.
Special orders promoting the eligible enlisted
men will automatically be issued by the PSD
on the date of eligibility unless a contrary indi-
cation is given by the commander.

¢. Lateral appointment, If the unit com-
mander desires that a noncommissioned officer
be laterally appointed to specialist for lack of

.leadership an the noncommissioned officer does

not consent—
for Suspension of Favorable Personnel Ac-

tions) (Procedure 11-2--11).

#(2) Submit a DA Form 2496 through
battalion headquarters to the PSD requesting
that the soldier appear before a classification
board and indicating why board action is nec-
essary (fig, 11-1-6.3).

(8) The classification board will be di-
rected and controlled by the classification au-
thority. The results of the board will be fur-
nished the unit through battalion headquar-
ters.

(4) Upon receipt of the results of the
classification board—

(a) Remove flagging action by submit-
ting a final report {(Procedure 11-2-11),

(b) If a lateral appeointment was ap-
proved as a result of the board, the PSD will
issue the necessary orders.

{c) Orders effecting a lateral appoint-
ment will require an appropriate morning re-
port entry in accordance with AR 335-60.

11-11


SimS
Pencil

SimS
Pencil

SimS
Pencil


28 May 1969 C 2, AR 600-17

STATEMENT

I, the undersigned, do not intend to appeal my reduction to

the grade of SERGEANT,
R, Meedovras

OHN R, MEADOWS
RA 11 160 231 -
SGT, Co B, lst Bn, 19th Inf

*Figure 11-1-6.1,

AGO 20116A '11-13
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C 2, AR 600-17 28 May 1969

DISPOSITION FORM

{AR 340-15)

' REFERENCE OR OFFICE SYMBOL SUBJECT
Underwood, Ralph T,
RA 19300831 Recommendation for Promotion
TO CO, lst Bn, 19th Iaf FROM €O, Co B, 19th Inf DATE cuT 1
Fort Miller, Utah Fort Miller, Utah

1, SP4 Ralph T, Underwood, RA 19300831, is recommended for promotion to the grade
of Sergeant,

2. The following additional information is submitted:
a. PMOS: 11C20
b, DMOS: 11C40
c. TCE: 3 years
d. ETS: 3 Feb 70
e. DOR: Apr 65
f. Time in Grade: 1 year, % months
g. Educational level: 11% years
3. 8P4 Underwood petforms all the duties of a 4,2 mortar squad leader in a superior

mammer, He was promoted to Acting Sergeant due to his outstanding ability and
leadership. It is my belief that he is fully qualified for promotion to Sergeant,

-
THOMAS W. LINGEN

CPT, Inf
Commanding

REPLACES DD FORM 95, EXISTING SUPPLIES OF WHICH WILL BE i —
DA . t’%RBMBZ 2496 {SSUED AND USED UNTIL 1 FE 63 UNLESS SOOMER EXHAUSTED, * U5 COVEAUMENT PRINTING OFFICE : 1383 0 707818

*Figure 11-1-6.2.

11-14 AGO 20116A
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C2, AR 600-17

‘ PROCEDURE 11-1-7
wENLISTED PROMOTIONS REQUIRING QUOTAS

1. References.
a. AR 310-10.
b. AR 600-200,

2. Form. DA Form 2496 (Disposition Form).

3. General. a. Enlisted personnel recommended
for promotion must meet the criteria set forth
in AR 600-200. Contro! will be exercised by
promotion authorities to insure promotions do
not exceed local cumulative pay grade va-
cancies, major command ceilings, or allotted
quotas. A recommendation for promotion will
be submitted only as authorized in local com-
mand directives, :

b. The unit will receive a promotion alloca-
tion from the next higher headquarters. The
letter of allocation will indicate the number of
promotions that may be made in each grade.
The letter will also contain a list of MOS’s in
which promotions may not be effected, a roster
of soldiers previously recommended, and the
latest date on which recommendations will be
submitted to the allocating headquarters.

4. Procedures. a. The method by which eligible
goldiers are selected for promotion to pay
grade E-4 is at the discretion of the unit com-
mander. The unit commander may establish a
unit promotion board or may act individually
on recommendations submitted by designated
leaders within the unit.

(1) Check the MPRJ of the recommended
soldiers for flagging action under AR 600-31
and pending personnel actions. Advise the unit
commander of any pending actions affecting
the eligibility of the soldier for promotion.

{2) Verify the eligibility of the soidier for
promotion from the criteria contained in AR
60:0-200.

(3) Report the name of the soldier se-
lected through the personnel staff NCO, to the
PSD by indorsement to the letter of allocation

AGO 20118A

in accordance with instructions furnished by
the PSD. i

{4) The PSD will verify the eligibility of
the soldier for promotion and indorse the-cor-
respondence to the unit for issuance of verbal
appointing orders, The PSD will attach a re-
quest for issuance of confirmatory special or-
ders to the correspondence.

(5) After issuance of the verbal appoint-
ing order, the unit commander will complete
the request for confirmatory special orders by
filling in the missing data (e.g., date of verbal
order), authenticate the request for orders,
and dispatch it to the PSD within 24 hours after
issuance of the verbal orders.

b. Except for the use of screening boards,
the method by which soldiers are selected for
recommendation for promotion to pay grades
E-5 and E-6 is determined by the policies of
the promotion authority and the unit com-
mander; however, these policies must be con-
sistent with the intent and spirit of chapter 7,
AR 600-200. Upon selection of a soldier to be
recommended for promotion within a quota al-
location from the battalion headquarters—

(1) Check the soldier’'s MPRJ for flag-
ging action under AR 600-31 or pending per-
sonnel actions which might affect his eligibil-
ity for promotion. Advise the unit commander
if the soldier’s eligibility is affected.

(2) Verify the eligibility of the soldier
for promotion from the criteria contained in
AR 600-200, and the letter of allocation. The
MPRJ is used as a source of data for establish-
ing the soldier's eligibility. .

(3) Prepare a recommendation for pro-
motion in original and 1 copy (fig. 11-1-7.1)
unless otherwise instructed by the battalion
headgquarters.

(4) Upon completion of action by the unit
commander—

11-17
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C2, AR 600-17

(e¢) Remove 1 copy of the correspon-
dence for file,
{b) Submit the original copy to the bat-
talion headquarters.
¢. The battalion personnel staff NCO will no-
tify the unit of the date, time and place that a
promotion board will be convened, if the bat-
talion uses a board for the selection of soldiers
for promotion to grades E-5 and E—6,
d. The first sergeant will—
(1) Notify the soldier concerned of the
date, time, and place.

11-18

28 May 1969

{2) Advise the soldier of the proper uni-
form to be worn.

e. The promotion authority will cause orders
to be issued promoting the soldiers selected to
grades E-5 and E-6. Upon receipt of the unit
distribution of the promotion order—

(1) Give 1 copy to the first sergeant so
the individual may be notified in accordance
with unit policy.

(2) Place 1 copy in the morning report
suspense file under the effective date of the
promotion,

AGO 20116A
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28 May 1969 C 2, AR 600-17

DISPOSITION FORM

(AR 340-18)
REFERENGE OR OFFICE SYMBOL SUBJECT
Underwood, Ralph T,
RA 19300831 Recommendation for Promotiom
¥¢ ¢o, lst Bn, 19th Inf FROK O, Co B, lst Bn, DATE 12 May 1969 emMT 1
Fort Miller, Utah 19th Inf

Fort Miller, Utah

1. UP AR 600-200, SP4 Ralph T. Underwood, RA 19300831, is recommended for promotion
to SERGEANT.

2., The following additional information is submitted:

a, PMOS: 11cC20

b, DMOS: 11C40

c. TOS: 3 years

d. ETS: 3 May 71

e, DOR: May 66

£. EDUCATIONAL LEVEL: 11% years
3. SP4 Underwood performs all of the duties of a 4,2 Mortar Squad Leader in a
superior manner. He was appointed to Acting Sergeant due to his outstanding ability
and leadership. It is my belief that he is fully qualified for promotion to SERGEANT,

4, 8P4 Underwood is in a prowotable status,

5. This recommendation 13 submitted in response to para 3, letter HQFBN-XIX dated
25 April 1969, subject: Quota for Temporary Promotions to Pay Grades E4 thru ES6.

L]
G Lomss W- Lamgan
THOMAS W. LINGEN
CPT, Inf

Commanding

DA FORM 249 REPLACES DD FORM 95, EXISTING SUFPLIES OF WHICH WiLL BE
. 1 FEB 82 ISSUED AND USED UNTIL | FED 6% UNLESS SOONER EXHAUSTED, * U5 GOVIRNRENT PRUTING OFFICE : 1963 6107431

wFigure 11-1-7.1
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C2, AR 600-17

28 May 1969

Procedure 11-1-9
EXCHANGE ASSIGNMENTS

.1. Reference. AR 614-6.
2. Form. DA Form 2496 (Disposition Form).

3. General. An individual assigned within the
continental United States may request an ex-
change reassignment (“swap assignment™)
with another individual at a different station
within CONUS for mutual convenience. As-
signments of this type are not considered in the
best interest of the Government, therefore all
expenses incident to travel, shipment of house-
hold goods, ete., will be borne by the individual
concerned. All commanders concerned must
concur in the proposed exchange assignment
and establish a mutually agreeable date of
reassignment. Preliminary agreement between
the two individuals concerned will be arranged
on a person-to-person basis and only one indi-
vidual will submit an application.

4. Procedure. a. Prior to initiation of a request
the soldier must have in his possession a state-
ment from the individual with whom he wants
to exchange assignments. The statement must
meet the requirements of AR 614-6 and must
contain name, grade, PMOS, unit and station
(fig. 11-1-9.2),

b. Inform the soldier that all expenses inci-
dent to reassignment will be paid by him and
that travel time is not authorized ; however, he
may be granted ordinary leave, during which
all travel is to be accomplished. If the soldier
does not have sufficient accrued leave he must

11-20

2

submit a request for advance leave or excess
leave (Procedure 11-2—4),

¢. Advise the soldier that if his request is ap-
proved he must make all arrangements for
shipment of household goods by commercial
means, and that Government facilities will not
be utilized, :

d. Prior to initiating DA Form 2496 (fig.

11-1-9.1), insure that both men have the same
grade and MOS as required by AR 614-6.
Ye. Interview the soldier as necessary to ob-
tain the information for the application. Ver-
ify basic data and ascertain whether the sol-
dier is subject to flagging or other personnel ac-
tions. ..

f. Have the soldier read and sign waiver of

Government payment of expenses inecident to
reassignment (fig. 11-1-5.2),
Yg. Obtain information from the unit com-
mander and prepare Comment 2. The unit
MOS inventory data can be computed from the
monthly Personnel Information Roster,

k. Prepare application in original and 5 cop-
ies and have the soldier sign original.

i After unit commander has signed Com-

" ment 2 (fig. 11-1-9.1—continued) —

(1) Remove a copy of correspondence for
unit files,

(2) Forward application in original and 4
copies through battalion headquarters to the
PSD.

(3) Rescinded.

AGO 20116A
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28 May 1969 C2, AR 600-17

DISPOSITION FORM

(AR 340-15)
REFERENCE GR OFFICE 5YMBGL SUBIECT
UNLERWOOD, Ralph T. i _
R4 19300831 Request for Exchange Assignment
T0 FROM . DATE cMT 1
€0, Co B, lst Bn, 19th Inf PFC Ralph T. Underwood 1 Mer €9
Fort Miller, Utah RA 19300831, Co B, lst Bn, _

19th Inf, Ft Miller, Utsh

1. Under para 24, AR 614-6, I request an exchange assignment to Camp Drum,
New York.

2. I have made perscn~to-person contact ‘with another service member who has the
game MOS, grade and qualifications thet I have. His statement is attached as
inclosure 1.

3. The following informetion is furnished on the service member this transfer is
to be effected with:

NAME ; Harold W. Smlth
GRAIE : PFC
SNi RA 18900342

PMOS: 11EB10
UNIT: Headquarters Company, USAG (2431)
STATICON: Camp Drum, New York

4+ I understand that I must pay all coats involved in commection with this

permanent change of station and that no reimbursement is authorized for travel
or transportation of myself or my dependents.

1 Inel ﬁﬂg T. UNIERW&

.as RA 19300831

DA FORM 2496 REPLACES DD FORM 96, EXISTING SUPPLIES OF WHICH WILL BE
1 FEB 62 ISSUED AND USED UNTIL { FED B3 UNLESS SOONER EXHAUSTED., * U-5 SOVIRRMINT JRINTING OFFKE : 18863, 9707011

wFigure 11-1-9.1.
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C 2, AR 60017 28 May 1969

AIDG~CE (1 Mar 69)
SUBJECT: Request for Exchange Assignment

THRU €O, lst Bn, 19th Inf  FROM CO, Co B, DATE 2 Mar &9 CMT 2
lst Bn, 19th Inf

70 CG, 99th Inf Div
ATTN: AG-PSD

1. Recommend approval,
2, Conduct _W'Efﬂciency W .

3. Soldier's M0S:

a. Primary: 11B10O
b. Secondary: None
¢, Additional: None
d, Daty: 11H1O
4e This unit is overstrength in soldier's MOS:
a. Authoriged: 86 E3 11B10
b, Operating: 94 E3 11Bl10
5. PFC Underwood 1s not urnder charges, investigation, flsgging action

under AR 600-31, or edministrative actions which may result in reassignment
or geparation,

l //‘//_,V"‘/_’«/ /// /{/w/‘ o

1 Incl THOMAS W. LINGEN -
as CPT, Inf
Command ing

* Figure 11-1-9.—Continued.
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.28 May 1969 C2, AR 600-17
23 February 1969

28I AIEMEIU NI

I agree to the exchange assignment with PFC Ralph T. Underwood,
RA 19300831, PMOS 11B10, presently stationed at Fort Miller, Utah.

If this request iz approved, I unmderstand that expenses incident

to this assignment will be borne by me., I further understand that
any time used as travel between duty stations will be charged sgainst
me as ordinary leave,

The following personal data required by AR 614-6 is submitted:

NAME: Howard W, Smith

GRAIE: PFC

PMOS: 11B10

UMIT: Headquerters Company, USA Garrisen (2431), Camp Drum,
New York, 12345,

HOWARD W, SMITH
PFC, RA 11365101

wFigure 11-1-9.2.
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C 2, AR 600-17

28 May 1969

Procedure 11-1-10
INTRADIVISIONAL REASSIGNMENT

1. Reference. AR 614-6.

2. Form. DA Form 2496 (Disposition Form).

3. General. A soldier may request an intradivi-
sional reassignment when he can be utilized in
another organization within the division. Reas-
signment of enlisted personnel between units
located at the same station, installation, or ac-
tivity, may be effected by the commanders of
battalions, divisions, ete., without regard to the
policy restrictions or assignment limitations
imposed on permanent change of station, pro-
vided such reassignment will not result in a
permanent change of station for the individual
concerned.

4. Procedure. a. The first orderly room action
on a request for reassignment within the divi-
sion should be an interview by the first ser-
geant and unit commander, The interview with
the unit commander will be arranged accord-
ing to unit policy. .

+b. Prepare the soldier’s request for reas-

11-24

signment on DA Form 2496 in original and 3
copies (fig, 11-1-10.1), o

% (1) Verify the basic personal data. As-
certain whether individual is subject to flag-
ging or other personnel actions. '

4 (2) Have the soldier sign the request and
tell him that he wiil be informed of the final
action on his request,

¢. Prepare the unit commander’'s comment
based on the results of the interview (Com-
ment 2, fig, 11-1-10.1). _

Y (1) The status of the soldier’'s PMOS in
the unit should be indicated as ‘‘Authorized
(number) and Operating (number).” This in-
formation may be computed from the posted
monthly Personnel Information Roster.

{(2) If the soildier’s PMOS is not autho-
rized in the unit TOE, the unit commander’s
comment should so state.

d. Upon completion of the unit commander’s
comment— ‘

(1) Remove a copy of the correspondence
for the unit file,

% (2) Forward the original and 2 copies to
the battalion headquarters,

AGO 20116A
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28 May 1969 C2, AR 600-17

DISPOSITION FORM

(AR 340-15)

REFERENCE OR ©FFICE SYMBOL SUBJECT
UNDERWOOD, Ralph 1.
RA 19300831 Request for Reassignment

T0CO, Co B, 1st Bn, 19%th Inf, rrow PFC Ralph T. Underwood DATE 15 Jan 1969  cwMT !
Ft Mller, Uteh RA 19300831, Co B, lst Bm,

19th Inf, Pt Miller, Utsh

1. Under AR 6146, I request reassignment to Headquarters and Headquarters Compary,
2@ Battalion, 19th Infantry, Fort Miller, Uteh.

2. My primary MOS is not authorized in the TOE of thie organization and T am

curremtly performing duty in en additional MOS. The unit to which I am requesting
reassignment has an authorized vacaney in my PMOS,

RALPH T, UNDERWOCD
PFC, RA 19300831

DA FORM 2496 REPLACES DD FORM 96, EXISTING SUFPLIES OF WHICH WILL BE
1 FEB 6L ISEUED AND USED UNTIL 1 FEB 63 UNLESS SOOHER EXHAUSTED, * U.5. GOVIARKENY FRINTING OFFICE : (#43 0—T07-811

wFigure 11-1-10.1.

AGO 20116A
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C 2, AR 600-17 28 May 1969

AIDG-CB (15 Jan 69)
SUBJECT: Request for Reassigmment

TO €C, 1lst Bn, 19th Inf FROM €O, Co B, lst Bn, 19th Inf DATE 17 Jan 69 CMT 2
1, Hecommend approval,
2. Conduct i% Efficiency g;z .
3. Status of soldier:
a, VEMGS: 11B1O
b. Duty: 71BLO
c. SMOS:  T6ALD
d. AMOS:  71BIC
e. ETS: Mar 70
lh. Status of soldier's PMOS in unit:
a. Authorized: DNone
b. Operating: None
5. TFFC Underwood is not under charges, investigation, flagging action under

AR 600-31, or administrative action which may result in reassignment or
separatlon.

TM “. 76“?“/
THOMAS W, LINGEN

CPT, Inf
Commanding

* Figure 11-1-10.2.
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28 May 1969

C 2, AR 600-17

Procedure 11-1-11
PERMISSIVE REASSIGNMENT

1. Reference. AR 614-6.
% 2. Form. DA Form 2496 (Disposition Form).

3. General. Soldiers assigned within the con-
tinental United States may request reassign-
ment to another station in the United States
when personal problems present a need for
such reassignment, but they do not have suffi-
cient basis for a compassionate reassignment.
A permissive reassignment is not considered in
the best interests of the Government and the
soldier will be required to pay all costs of the
move including transportation of household
goods, movements of dependents, etc. Travel
time is not authorized for a permissive reas-
signment but ordinary leave may be granted
to accomplish the travel. This type of reassign-
ment request may be submitted only when an
appropriate grade and MOS vacancy exists at
the gtation to which reassignment is desired.
Inguiries will not be initiated through official
correspondence nor will installation command-
ers be queried by personal letters.

4. Procedure. ¢. The first orderly room action
on any application for reassignment is a per-
sonal interview by the unit commander accord-
ing to unit procedures.

b. Prior to actual submission of the applica-
tion, the soldier must obtain documentary evi-
dence to establish the existence of family prob-

AGO 201164

lems necessitating reassignment. If a prior re-
quest for compassionate reassighment was dis-
approved, the same documentary evidence may
be used for permissive reassignment.

¢. Interview the soldier as necessary to ob-
tain information for the application (fig.
11-1-11.1) and verify his eligibility from AR
614-6. :

d. Have the soldier read and sign waiver of
Government payment of expenses incident to
reassignment (fig. 11-1-5.2).

e. Inform the soldier that if he does not have
sufficient accrued leave time to accomplish
travel to new duty station he must request ad-
vance or excess leave (Procedure 11-2-4),

f. Prepare the application in original and 5
copies using information furnished by the sol-
dier.

%¢. Obtain information for Comment 2 (fig.
11-1-11.1). Ascertain whether individual is
subject to flagging or other personnel actions.
Data concerning the unit MOS inventory may
be computed from the monthly Personnel In-
formation Roster.
k. On completion of Comment 2—

(1) Remove a copy of applicaton for unit
file.

(2) Forward application in original and 4
copies through battalion headquarters to the
PSD.

11-27
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C2, AR 600-17 28 May

1969

DISPOSITION FORM

(AR 340-15}

REFERENCE OR DFFICE STMBOL SUBJECT
UNDERWOOD, Ralph T.
RA 19300831 Request for Permissive Reasaigmment

T0C0, Co B, lat Bn, 19th Inf, FROMPFC Relph T, Underwood oATE 15 Jan 1907 cwrn
Ft Miller, Utah RA 19300831, Co B, lst En,
igth Inf, Ft Miller, Utah

1. Under paragreph 22, AR 6146, I request a permissive reassignment to Camp Drum,
New York.

2. On 12 Decewber 1968, my father suffered e minor heart attack, Cur family doctor
gtated that he would not be sble to work full time when he recovers from hia illnese.
My motber had to stop working in order to take cere of my father, I feel 1f this
transfer is epproved that I would be more able to help out at home. My home 18 14
miles from Camp Drum, New York, Statement of our family physician is attached as

1 Incl RALPH T. UNDERWOCD
*Statement of Dr, Lee PFC, RA 19300831

#Sample not provided.

DA . FORM 2496 REPLACES OD FORM 96, EXISTING SUPPLIES OF WHICH WILL BE

11-28

FEB 62 ISSUED AND USED UNTiL | FED 63 UNLESS SOONER EXHAUSTED, * U5 GOVENANCNT PRINIING OPFICE £ 1383 DT07-017

wFigure 11-1~11.1.
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28 May 1969 C 2, AR 600-17

ATDG-0B (15 Jan 69)
SUBJECT: Request for Permissive Reassignment

THRU CO, 1st Bn, 19th Inf FROM CO, Co B, lst Bn, DATE: 16 Jan 69 CMT 2
19th Inf
TO CG 99th Inf Dv
ATTN: AG=PSD
1., Recommend approvel.

2. Conduct M«tmﬁcienoy M-’é

3. - Soldier's MOS:

a. Primary: 71B20
b. Secondary: 71F20
¢, Additional: Nome
d. Duty: 71320.
4s This it is ovarstrengtﬁ in soldier's MOS:
a. Autherized: 86 E3 71R20
b, Actual: 88 E3 71B20
5. PFC Underwoed is not under charges, investigation, flagging action under

AR 600=31, or other administrative actions which may result in reassignment
or separetion.

Tl G

THOMAS W. LINGEN
ne CPT, Inf
Commanding

WFigure 1i-1-11.2.
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C 2, AR 600-17

28 May 1969

Procedure 11-1-15

TEMPORARY DEFERMENT

1. Reference. AR 614-30.
2. Form. DA Form 2496 (Disposition Form).

w3. General. Under the provisions of chapter 3,
AR 614-30, a soldier may be granted a tempo-
rary deferment from oversea service when
compliance with such orders will impose undue
hardship upon the individual or his family. Cri-
teria for determining “hardship” are set forth
in AR 614-30. In no case will AR 614-30 be
used as a means of affording individuals an un-
justified delay in departure from their home
stations. To avoid excessive loss of time in pro-
cessing approved requests for deferment, every
effort will be made to expedite the forwarding
of applications.

4. Procedure. a. The first orderly room action
on any application for deferment is a personal
interview by the unit commander according to
unit procedures. -

b. Prior to actual submission of the applica-
tion, the soldier must obtain documentary evi-

11-30

FROM FOREIGN SERVICE

dence, in accordance with AR 614-30, to estab-
lish the existence of family problems necessi-
tating deferment,

¢. The soldier must make a statement as to
whether or not request for deferment from
this or another oversea assignment has ever
been submitted and the action taken in res-
ponse to such a reguest,

wd. Based on information provided by the
soldier, type the request on DA Form 2496 in
original and 2 copies.
ve. The unit commander’s indorsement will
include information as prescribed by AR
614-30. Check MPRJ (DA Form 201) for flag-
ging action or pending personnel actions.
f. On completion of Comment 2 by the unit

commander——

(1) Remove a copy of correspondence for
unit files,

(2) Forward application in original and 1
copy through battalion headquarters to the
PSD.

AGO 20116A
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28 May 1969

C2, AR 600-17

Procedure 11-1-16
VERIFICATION AND USE OF PERSONNEL INFORMATION ROSTER

1. References.
Ywa. AR 600-200.
b. AR 600-16,
¢. DA Pam 600-8.

2. Forms,

a. Personnel Information Roster (Machine)
DA 2472 (app 6-1I1).

b. Personnel Information Roster (Manual)
(fig. 3-11.1, DA Pam 600-8).

3. General, The Personnel Information Roster
is a monthly roster listing basic information on
all officer and enlisted personnel assigned to
each company of the division. It is a means of
communication between the PSD and a com-
mander or staff supervisor regarding personnel
management activities. The roster is main-
tained on a day-to-day basis to indicate for-
warding of requests for reclassification or reas-
signment; approval of OJT; posting of special
orders; changes of duty titles or duty MOS;
recommendations for appointment, conduct,
and efficiency ratings; and remarks pertaining
to gualification in DMOS.

4. Procedure. a. Upon initial receipt of the
letter from the PSD (fig. 11-1-16.1) with 4
copies of the Personnel Information Roster—

(1) Verify entries on the roster by check-
ing against the preceding month’s posted ros-
ter.

(2) Correct errors by drawing a single
line through erroneous data and printing cor-
rect information,

b. In addition to the sources of information
in paragraph 8, check with the first sergeant
and unit commander for any other information
or actions the unit commander desires in the
“Remarks” column.

¢. Print information from the previous
month’s posted roster and additional informa-
tion and actions desired by the unit commander
in the “Remarks” column on all copies of the
roster.

AGO 20118A

d. Prepare an indorsement to return the ros-
ters to the PSD (fig. 11-1-16.1).

e. Attach all copies of the roster and give to
the first sergeant to check for accuracy and
proper content,

f. When the first sergeant has completed
checking the correspondence, submit it to the
unit commander for verification and signature,

g. After receipt of the signed correspondence
and attached rosters from the unit com-
mander—

W (1) Dispatch the original and 1 copy of
the letter, and the original and 1 copy of the
roster to the PSD.

(2) Retain 1 copy of the PSD letter in the
unit files.

(3) Retain 1 copy of the roster to be used
as a work copy. Keep the roster posted daily by
entering changes in duty MOS, reclassification
and reassignment actions, requests for OJT
submitted to the commander, special orders,
conduct and efficiency ratings, and other appro-
priate remarks as directed by the unit com-
mander,

h. The P3D will take appropriate action on
the annotated roster and return 1 copy of the
roster indicating the action has been accom-
plised or is pending. Upon receipt of the copy
of the completed roster from the personnel
management team specialist—

{1} Route the roster to the first sergeant
and the unit commander for information rela-
tive to action completed by the PSD, and re-
quests from the PSD for action to be accom-
plished by the unit.

(2) Withdraw file copy of the letter re-

. ferred to in g(2) above, and destroy.

(3) Post comments from the returned ros-
ter to the work copy ¢(38) above, and file the
returned roster in the unit files for 3 months,
then destroy.

i. Upon receipt of the next month’s com-
pleted roster from the PSD, repeat the mainte-
nance procedures.
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C2, AR 600-17 28 May 1969

DEPARTMENT OF THE ARMY
HEADQUARTERS

99TH INFANTRY DIVISION

FORT MILIER, UTAH 00000

6 April 1969
SUBJECT: Verification of Personnel Informetion Rosgter

Commanding Officer
Company C, 2d Battalion
19th Infs.ntry

Fort Miller, Utah

1. Three (3) copies of a Personnel Information Roster for your
organization are attached for verification and comment.

2. Request that the information on the roster be verified and
changes and/or discrepancies be noted in the remarks column. An
asterisk appearing in the remarks column opposite a line entry
indicates a poasible male~assignment or other discrepancy in the
data shown.

3. Remarks to be entered are:
a., Changes of duty gssignments.

b, Enlisted efficiency ratings in the event of supervisory:
changes.

C. GlaSgificﬁtion or reclassification actions desired.
d. Satiasfactory completion of on=the~job training.

e. Discrepancies in duty titles or duty MOS,

f. Other pertinent irformation,

4. The Personnel Information Roster verified in February, May,
August, and November will be annotated with a "yes" opposite the
names of soldiers recommended for promotion to the next higher
temporary grede. Recommended individuals must meet all eligibility
criteria in AR 600-200 or meet the criteria by (specify date), to be
recommended for promotion.

wFigure 11-1-16,1
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28 May 1969 - C2, AR 600-17

6 April 1969
SUBJECT: Verification of Personnel Information Roster

5. Two coples of the verified Personnel Information Roster are to
be returned to this headquarters, ATTN: AGPSD-M, not later than
five work days after receipt.

FOR THE COMMANDER:

1 Incl JOHN W. SMITH
as CPT, AGC
Asat AMJ Gen
(6 April 1969) 1st Ind

€O, Co B, lst Bn, 19th Inf, Fort Miller, Utah, 5 June 1961
T0: Commanding General, 99th Inf Div, Fort Miller, Utah

Paragraphs 2, 3, 4, and 5 of basic letter complied with,

1l Incl JAMES R. JONES
wd trip ¢y CPT, Inf
Cormanding

wFigure 11-1-16.1—Continued.
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C 2, AR 600-17

28 May 1969

Procedure 11-1-17
VOLUNTEER FOR FOREIGN SERVICE

1. Reference. AR 614-30.
%2. Form. DA Form 2496 (Disposition Form).

3. General. An individual wvolunteering for
foreign service must meet the criteria con-
tained in AR 614-30, The submission of a re-
quest for oversea service constitutes a waiver,
if applicable, of any assured service in CONUS
or area of residence. This request will also con-
stitute a commitment to extend term of enlist-
ment or active duty, or to reenlist in order to-
have sufficient remaining service to complete
the prescribed tour in the oversea area. If the
application is approved reagsignment is di-
rected, reenlistment, extension of active duty
or extension of enlistment will be accomplished
prior to departure from the home station.

4, Procedure. a. Have the soldier read the
eligibility requirements in AR 614-30 and as-
sist him in determining his eligibility.

11-34

wb. Interview the soldier to obtain  the nec-
essary information for the application (fig.
11-1-17.1). Verify personal data and deter-
mine whether individual is subject to flagging
or other pending personnel actions.

¢, Prepare the application and Comment 2 on
DA Form 2496 in original and 4 copies (fig.
11-1-17.1),
Yd. When the unit commander has completed
Comment 2—

(1) Remove a copy of the correspondence
for the battalion headquarters and place a red
check mark beside the address of the head-
quarters,

(2) Remove a copy of the correspondence
for the unit file.

(3) Forward the application in original
and 2 copies to the PSD.

Ye. When an approved request for foreign
service is received, notify soldier in aceordance
with unit policy.

AGO 20116A
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28 May 1969 . C 2, AR 600-17

DISPOSITION FORM

{AR 340-15)
[ REFERENCE OR ©FFICE SYMBOL SUBJECT
ROONEY, Alfred J Request for Oversea Service
RA 31228175
T0 FRON DATE cMT 1
€O, GO D, 2d Bn, 3d Inf CPL Alfred J, Fooney 7 April 1969
Fert Myer, Virginia R4 31228175, Co D,
. 24 Bn, 3d Inf

1. Under Chapter 2, AR 614=30, I request resssignment to the following oversea
ares in the priority indicated:

a, Africe and Middle East Asia: ()
{AEA)
{)
()
b. Eurcpean Area: | - (3) Germany
{EURA)
{)
()
¢, Far Easgt and Pacific Ares: (1) Haweilan Islandg
(FEPA)
(2) Vietpam
()
d. North America end North Atlantic Area: ()
(FANA)
()
()
e, South America and Caribbean Area: (4) Puerto Rico
(sAcA)
()
()
2, I {do} have dependents. My last completed overses tour was
(without) deperdents in Korea . My DIROS was _ 12 July 196 .

3. If selected for asslgrment to an oversea area of my cholee, I will extend my
period of active duty, or reenligt, in order to complete the normal oversea tour

as prescribed in AR 614~30.
,é (sigu}e block)

NOTE: This format ig guitable for reproduction as a form letter

DA FORM 249 REPLACES DD FORM 98, EXISTING SUPPLIES OF WHICH WiLL BE
i FED B2 ISSUED AND USED UNTIL | FEB 563 UNLESS SOOHNER EXHAUSTED, * V.5 SOVERRMENT PRINTING OFTICE : 3067 0—707-411

K Figure 11-1-17.1
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C 2, AR 600-17 28 May 1969

AIDG-CB (7 Apr 69)
SUBJECT: Request for Oversea Service

TO 0G, 99th Inf Div  FROM' CO, Co B, 1st Bn, DATE O Apr 69 CMI 2
ATTN: AG-PSD 19th Inf

1. Recommend approval.

2. Conductw Efficlency W .

3. CPL Rooney is not under charges, investigation, flagging action under
AR 600-31, or administrative actions which may result in reassignment or

separation.
Ty R. 22
Copy furn TR™ R. FLANAGAN ‘
€0, 2d Bn, 3d Inf CPT, Inf

Commarding

wFigure 11-1-17.2
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28 May 1969

C 2, AR 600-17

Section JIJ, PERSONNEL ACTIONS AND PERSONAL AFFAIRS
Procedure 11-2-4
LEAVYE AND PASS

1. References.
a. AR 630-5.
b. AR 630-20,

%2, Forms.

a. DA Form 31 (Request and Authority for
Absence).

b. DA Form 2496 (Disposition Form),

¢. DD Form 3845 {(Armed Forces Liberty
Pass). .

d. DA Form 647 (Official Personnel Regis-
ter).

+3. General. a. A soldier accrues 30 days leave
a year (2 1/2 days per calendar month). Under
certain circumstances he may be granted emer-
gency leave, more leave than he has accrued
{advance leave), or leave in excess of advance
leave (excess leave). Except for emergency
leave, the day a soldier “signs out” at his unit
is the first day of leave, and the day before he
“signs in” at his unit is the last day of leave.
The day a soldier “signs in” from leave i3 a
day of duty and is not chargeable as leave, As
an exception, once a leave has started he will
be charged with 1 day even though he signs in
on the same day. Emergency leave begins on
the day of departure from the Port of Embar-
kation (POE) in the CONUS and ends on the
day before the day of return to the POE, Travel
to and from CONTUS is in TDY status and is at
Government expense. Leave ig reported on the
unit morning report based on information
from the duplicate copy of the leave request
and the Personnel Register (DA Form 647)
(Sign-Out Register). Care must be taken to in-
gure that morning report entries are made
when a soldier's leave status changes from or-
dinary to advance or excess leave. Each major
commander will publish local leave policies in
command directives. These policies must be

AGO 20118A

checked thoroughly before processing leave re-
quests.

b. The approving authority for ordinary
leave of officers assigned to organic companies/
batteries/troops is normally the commander of
the unit. Staff officer leaves normally are co-
ordinated with the commander of the staff to
which the officer is assigned. As a result, officer
leave requests will be processed as indicated in
paragraph 4, with appropriate modifications
according to. unit policies.

*d. Pfocedu;'e. a. Regular and Special pass.
Prepare DD Form 345 (Armed Forces Liberty
Pass) for each soldier in grades E-1 through
E-5 assigned or attached to the unit. Informa-
tion to complete the DD Form 345 will be
taken from the Personnel Information Roster,
DD Form 345 will be issued and controlled ac-
cording to unit policy. The identification card
(DD Form 2A) is used as a regular pass for
enlisted men in grade E-6 and above. l
*b. Special pass. Prepare special passes on
DA Form 31 in duplicate, or other command -
approved form, After the pass is approved and
signed (if DA Form 31 is used)—

{1) Give the original to the first sergeant
for issuance according to unit policy.

(2) File the duplicate in the unit suspense
file under the date of return from pass. This
will serve as a check to insure that the soldier
returns from pass and “signs in” as scheduled.
Ye. Ordinary leave.

(1) Determine if the request for leave has
the informal approval of the soldier’s immedi-
ate superior.

(2) Check the unit duty roster for the sol-
dier’s scheduled duties during the period of
leave. If possible provide a replacement; if not,
the leave should be disapproved.

% (3) Rescinded,

1137
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{4) If the number of days leave requested
would result in a negative balance and the in-
dividual still desires the leave, the request will
be processed as a request for advance or excess
leave, ’

% (5) If the number of days leave requested
is equal to or less than the amount of accrued
leave, complete the leave request in original
and 1 copy.

(6) Have the soldier sign the request and
submit it to his immediate superior in accord-
ance with unit policy.

('7) When leave has been approved by the
first sergeant and signed by the unit com-
mander—

(a) Give the original to the first ser-
geant to issue.to the soldier,

(b) File the copy in the morning report
suspense file under date of leave.

d. Ordinary leave outside CONUS.

(1) Requests for permission to visit Can-
ada, Mexico, Bermuda, Canal Zone, and the
West Indies normally are approved by the unit
commander, unless that authority is withheld
by highet headquarters. They will be processad
in the same manner as ordinary leave. A leave
to the Canal Zone must include authority to
vigit the Republic of Panama.

(2) Requests for authorify to visit other
areas outside CONUS must be submitted at
least 20 days in advance of the leave period in
the format shown in figure 11-2-4.3.

¥ (8) Rescinded.

(4) Prepare the request in original and 2
copies.

(5) Prepare DA Form 31 and attach as
inclosure 1.

(6) Arrange for the unit commander to
counsel the soldier as required by AR 630-5.

(7) Upon completion of Comment 2 by
the unit commander—

(a) Remove 1 copy of the correspon-
dence for suspense (5-day suspense).

(b) Forward original and 1 copy to the
PSD through battalion headquarters.

(8) Orders, if required, and instructions
will be issued upon approval of the leave by
the PSD. ,

(9) When approved leave is returned

11-38
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from the PSD, comply with ¢{(7) (¢) and (b)
above,

e. Advance leave. When leave is required to
solve emergency, morale, or personal problems
and the soldier has not accrued sufficient leave,
leave may be advanced based on 214 days for
each month of service remaining before sepa-
ration up to a maximum of 45 days. Normally,
advance leave is approved by the unit com-
mander. Process in accordance with ¢ above,
except that Item 4 of DA Form 81 will indicate
“Advance Leave.” The request must indicate
reason advance leave is required.

f. Ewcess leave. Excess leave ig leave with-
out pay or allowances. It may be granted only
for emergency or unusual conditions when the
total leave required is greater than accrued
leave plus the amount that can be advanced.

(1) Interview the soldier to determine—

(z) Reason for the leave.

(b) Why excess leave i3 necessary.

(c) Total amount of leave being re-
quested.

(d) Total amount of excess leave being
requested,

(e) Effective date of leave.

(f) Leave address.

* (2) Determine the soldier’s accrued leave
balance.

(3) Prepare the request in original and 8
copies (fig. 11-2-4.4),

(4) Prepare a DA Form 31 and attach as
Inclosure 1. Item 4 will indicate ‘“Excess
Leave.”

(5) Give the completed request to the sol-
dier to submit in accordance with unit policy.

(6) When the leave has been informally
approved according to unit policy—

(2) Prepare the unit commander’s ree-
ommendations as Comment 2 to the request.
{b) Submit the request for signature.

(7) When the unit commander has com-
pleted his comment—

(e} Remove a copy of the request for
the suspense file (5-day suspense).

(b) Forward the original and 2 copies
of the request to the PSD,

(8) When approved leave is returned

AGO 20116A
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28 May 1969

from the PSD, comply with ¢(7)(a) and (b)
above,

¢. Emergency leave.

(1) Emergency leave policies are con-
tained in AR 630-5. An emergency leave can-
not occur when the soldier and the point of
leave are both within CONUS. Such leave,
though prompted by emergency reasons, is or-
dinary leave and is processed as in ¢ above, but
on an expedited basis,

(2) Emergencies requiring leave to or
from a point outside CONUS ordinarily must
be verified by the American Red Cross {AM-
CROSS). All soldiers should be advised to have
friends or relatives contact the local AM-
CROSS chapter if an emergency arises. If the
soldier is contacted directly, his unit must ver-
ify the emergency through AMCROSS chan-
nels and thig could cause undue delay.

Ww(3) If the emergency has been verified by
the AMCROSS, obtain the following informa-
tion from the soldier and unit files and prepare
an application in original and 2 copies (fig.
11-2-4.5). '

{(a) Reason for leave,
{(b) Leave address.
(¢} Accrued leave status.

AGO 20116A

C2, AR 600-17

(4) If excess leave is needed, furnish the
information required by f above.
% (5) Attach a copy of the AMCROSS mes-

‘sage verifying the emergency as Inclosure 1.

(6) Prepare unit commander’s approval
‘and have it signed.

(7} Remove 1 copy and place in suspense
file (5-day suspense).

{8) If authorized by local policy, have sol-
dier hand-carry original and 1 copy of apphca-
tion to the PSD.

% (9) If the emergency has not been verified
by the AMCROSS, contact the local AMCROSS
representative and request verification.

% (10) Comply with (3) through (7) above,
and forward the application to the PSD in
original and 1 copy.

(11) If the AMCROSS verification is re-
ceived at the unit, telephone or hand-carry the
message to the PSD.

(12) If the leave is approved, the PSD w111
furnish orders and necessary instructions on
clearance and transportation.

(13) Upon approval the unit will expedite
clearance of the soldier and arrange for local
transportation.

11-39
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C2, AR 600-17 28 May 1969

DISPOSITION FORM

(AR 340-15)
REFERENCE OR ©FFICE SYMBOL SUBJECT

Underwood, Ralph T, Ordinary leave Outside Continental U, S.
RA 19300831 '

TO PROM . DATE ' cMT 1
CO, Co B, 1st Bn, 19th Inf PfC Ralph T, Underood 12 Jan 69

Ft Miller, Utah RA 19300831, Co B, 1st Bn,
16th Inf, Ft Miller, Utah

1, Under the provision of AR 630-5, it is requested that I be granted permission
to visit British Honduras on ordinary leave for a period of 25 days effective
1 Feb 1969. .
a, I have taken 10 days leave in the past 12 months,
b, I have 35 days leave accrued. ,
¢. Address while on leave: c¢/o Maile Hotel, Belize,
d. ETS: I July 1969
2. I understand that there is no obligation for the govermment %o furnish

transportation for any part of the travel in connection with my leave and I -
have sufficient personal funds to defray the cost of commercial transportation,

1 Incl RALPH T. UNDERWOOD
DA Form 31 RA 15300831

FORM REPLACES DD FORM 96, EXISTING SURPLIES OF WHICH WILL BE
DA 1 FEB 62 2496 ISSUED AND USED UNTIL 1 FEB 63 UNLESS SOONER EXHAUSTED, * U3 COVRRNMEKT FRINTING OFFICK : 1963 0—707-3(4

Y Figure 11-2-4.8
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ATDG-CB (12 Jan 69)
SUBJECT: Ordinary Leave Outside Continental U, 3,

THRU CO, lst Bn, 19th Inf FROM CO, Co B, lst Bn, 19th Inf DATE 13 Jan 69 CMT 2

TO  C4, 99th Inf Div
ATTN: AG-FSD

1. Recommend approval,
2. PFC Underwood has shown me evidence of his ability to pay commercial

transportation costs and I have counseled him concerning his responsibility
to obtain entry and exit documents as required by the country to be visited.

1 Incl - : U L .
" I THOMAS W, LINGEN a
CPT, Inf

Commanding

NOTE.-=-The approving authority will furnish special instructions
and orders, if required.

w Figure 11-2—4.9—Continued.

[Next page is 11-73]
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PERSONNEL ACTION patt
(AR 340-15) 1 December 1961
FILE REFERENCE SUBJECT
Underwood, Raiph T.
RA 19 300 831 Request for Excess Leave
T0: FROM: Pfc Ralph T. Underwood, RA 19 300 831
CO, Co B, 1st Ba, 19th Inf Co B, 1st En, 19th Inf’
Ft Miller, Utsh Ft M:I.ller, Utah
MR PROCESSINKG ACTIONS
1 1. Under the provisions of AR 630-:5, request that I be grented 5 days excess
leave,,

2. If this request is approved, I understand that during the period I am
on excess leave I will not be entitled to pay and allowances.

3. Pertinent dasta:
a. Leave balance as of this date: 3
b. Date of normal separation from active service: 3 Jan 62

4. Reason excess leave is required: A lawsult is being prepared to condemn
property vhich I own in Triad, Utah. To successfully defend my interests I must
be in Triad for a preliminary settlement hearing on 6 Dec 6l. I have already

been advanced all leave that I will- sccrue prior to separation.

1 Incl RALFH T, UNDERWOOD
DA Form 31 RA 19 300 831
Pfc, Co B, lst Bn, 19th Inf

2|To: CG, 99th Inf Div FROM: C0, Co B, lst Bn, 19th Inf 2 Dec 61
ATTN: AG-PSD

1. Recommend approvel,.

2. I have interviewed Pfc Underwood and established to my satisfaction that
the circumstences require him to go to Triad, Utah in order to avoid a sub-
stantial personal financial loss.

=t o2 A
‘//ﬁ;»m J// g e it
1 Inel THOMAS W, LINGEN ‘

ne Capt, Inf
Commanding

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

FORM
DA 1 OCT 5. 4 REPLACES EDITION OF 1 OCT 53, wHIGH 15 OBSOLLTE G UL O T

Figure 11-2-5.4.
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AR 600-17

PERSONNEL ACTION ik
(AR 340-15) 1 December 1961

FILE REFERENCE SUBJECT

Underwocd, Ralph T.
| RA 19 300 831 Request for Emergency Leave
To: FROM: PPe Relph T. Underwoed, RA 19 300 931

CO, Co B, 1lst Bn, 19th Inf Co B, 1lst.Bn, 19th Inf
, AP0 100, New York, N. Y. AP0 100, New York, New York
NR PROCESS ING ACT1ONS
1 1. Under the provisions of AR 630-5, request that I be granted 30 days

emergency leave to CONUS.

2, I have received notification from the Red Cross that my wife is seriously
111,

3, Pertinent data.

a. Leave balsnce as of this date: 30

b. Leave address: 13025 Morgate Ave., Salt Lake City, Utah.
3. (Included only if excess leave is required.) Request that I be

authorized 15 days excess leave. My normal ETS is 12 Dec 62. I understand that
during the period of excess leave I will not be entitled to pay and allowances.

1 Incl RALFH T. UNDERWOOD
ARCMSG RA 19 300 831
Pfe
2 |T0: CG, 99th Inf FROM: CC, Co B, lst Bn, 19th Inf 1 Dec 61
ATTN: AG-PSD APO 100, WY, NY

APO 100, NY, NY

Recommend approval,

%fﬂ// / //7/%/

1 Incl THOMAS W. LINGEN
nc Capt, Inf
Cormanding

USE PLAIN PAPER POR CONTINUATION OF COMMENTS

FORM
DA Yy ocT 88 REPLACCS EDITION OF 1 OCT 53, WHICH I5 CBSOLETE G 1 T

Figure 11-2-4.6.
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C 2, AR 600-17%

Procedure .11-2-5
MEDICAL EXAMINATIONS

w1. References.
AR 40-501,

w2. Forms.
«. DA Form 2496 (Disposition Form).
b. SF 88 (Report of Medical Examination).
c. SF 89 (Report of Medical History).

8. General. Officer and enlisted personnel are
required to undergo medical examinations for
a variety of reasons such as enlistment, ap-
pointment, to qualify for special training or
schooling, separation, etc. The number of cop-
ies of SF 88 and SF 89 required for any spe-
cific action or application are indicated in the
regulation requiring the medical examination.

4. Procedure, ¢. The PSD will notify the unit
commander when medical examinations are re-
quired, The required forms and any special in-
structions will be furnished by the PSD (fig.
11-2-5.1).

(1) Telephone the medical facility desig-
nated to administer the medical examinations
to personnel of the unit, Request the date and

AGO 20116A

time the individual should report for the type
of examination required.

{2} Furnish the individual the blank SF
89 (Report of Medical History) and imstruct
him to complete the form in ink, in his own
handwriting, except items 6, 15, 16, 22q¢ and b
if male, and item 40. Have him write a state-
ment of his physical condition in item 73; SF
88, as directed by the PSD (fig, 11-2-5.3). As-
sist the soldier as may be required.

(3) Direct the soldier to report to the ex-
amining facility, with the completed forms, in
accordance with unit procedure.

b. In some cases it will be required that the
individual obtain his DD Form 722 (Health
Record) or that it be obtained for him, prior to
reporting for a medical examination. This pro-
cedure will depend on the type of medical facil-
ity supporting the unit and the purpose of the
examination. .
wc. Upon receipt of the completed SF 88 -and
SF 89, attach documents to correspondence
directing the medical examination and return
to the PSD (Comment 2, figure 11-2-5.1),
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C 2, AR 600-17- 28 May 1969

DISPOSITION FORM

(AR 340-15)
REFERENCE OR OFHCE SYMBOL SUBJECT
AG-PSD Medical Examination/Evaluation
T0O CO, Co B, lst Bn, 19th Inf FROM CG, 9%th Inf Div DATE S_1 Mar 69 cMT 1
Fort Miller, Utah Fort Miller, Utazh 1 Dec 68

1. The following named enlisted men will accomplish medical examinatien/evaluation
on or before dates indicated:

GRADE NAME SN TYPE NLT DATE DATE COMPL
SP4 Statger, Luther 0. RA 11000000 Sep 26 Feb 69
PFC Taylor, Thomas A. US 13345623 Sep 28 Feb 69

2. Personnel requiring medical examination/evaluation will:

a. Complete SF 89 (Report of Medical History) in their own handwriting in
ink, except items 6, 15, 16,.22a and b if male, and item 40. This is not required
for a periodic medical examinationm,.

b. In their own handwriting, enter in ink in item 73 of SF 88 (Report of
Medical Examination) statements concerning their health since .their last medical
examination and sign.

c. Be informed of the time and data and place to report to medical examina-
tion,

d. Be informed of where he may obtain Health Records prior to reporting for
medical examination.

e. Report to medical facility with Health Records and partially completed
SF 88's {and SF 89's, if required} for medical examination.

3. This correspondence will be returned not later than the suspense date, with
the date of completion of examination indicated in "Date Compl® column above.-

FOR THE COMMANDER:

Ko Wk

2 Incl KEN WHITE
1. SF 88 (dupe) CPT, AGC
2, SF 89 Asst AG

DA FORM 2496 REPLACES DD FORM D8, EXISTING SUPPLIES OF WHICH WILL BE
1 Fe8 62 ISSUED AND USED UNTIL 1 FEG 63 UNLESS 300NER EXHAUSTED, * U5 SOVARNMINT PRINTING OFFICE : 1643 O—T07-3t1

wFigure 11-2-5.1
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. AR 600-17

2  AG-PSD
SUBJECT: Medical Examination/Evaluation
TO: CG, 99th Inf Div FRUM: CO, Co B, 1lst Bm, 19th Inf 23 Feb 62
ATTN: AG-PSD

Medical examinations were accomplished on the date indicated.

ne Ca.pt, Inf
Commanding

Figure 11-2-5.1—Continued.
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AR 600~17

Htandard Form 89
(Rev. Aug. 1950)

R A REPORT OF MEDICAL HISTORY 0-103
THIS INFORMATION IS FON OFFICIAL BSE OXLY AND WILL NOT BE RELEASED YO UNAUTHORIZED PERSONS
1. LAST MAME—FIRST NAME—MIDDLE NAME — 2. GRADE AND COMPONENT OR POSITION 3. IDENTIFICATION NO.
Jadecwecd Raleh  Tyler Set(e-sICP-1) RA | 1630853
1. HOME ADDRESS (Number, strecdor RFD, clty or town, tond and State) 5, PURPOSE OF EXAMINATION 6. DATE OF EXAMINATION
Rd G Nu\/hc ?’nnsx/]l/aﬂld Alrborne Iraning
7. SEX 8, RACE 9. TOTAL YZARS GOVERNMENT SERVICE 10. AGENCY 11. ORGANIZATION ubIT " ,
MG lc Ca ‘CdSidn MILITARY & | i) A\"YY\\/ Co B ‘S._T"Bn' Iq“— T-n..c
12, DATE OF BIRTH 13. PLACE OF BIRTH 14. NAME, RELATIONSHIP, AND fonnzks OF NEXT OF KIN ¥ ="\
* Jos ep}'\ B. Underwcod

| Jan 30 um/ne, Pa- Reote (o, Wayne, Penn
15. EXAMINING FACILITY OR EXAMINER, AND ADDRESY 16. OTHER INFORMATION? Fd EA

17. STATEMENT OF EXAMIMEE'S PRESENT HEALTH TH OWN WORDS. | Follow by description of past hidory, if complaint exista)

PreconT HealTh is Exce )enf.‘

19. FAMILY HISTORY 1% KAS ANY BLOOD RELATION (Farent, Brolher, sisler, other)
WELATION | AGE STATE OF HEALTH IF DEAD, CAUSE OF DEATH biatd | YES | mo | (Check sach icem) RELATION(S)
FATHER 52 Lxcalflent AD TUBERCULOSIS
MOTHER Fuv !:" - E.L/ld ¥/ HAD SYPHILIS
SPOUSE 2| HAD DIABETES
27T w0 cancer
BROTHERS o~ HAD KIDREY TROUBLE
AND 4| HAD HEART TRouBLE
SISTERS £~ HAD STOMAEH TROUBLE
] HAD RHEUMATISM [ Arthritis)
CHILDREN V'm:g TSTRMK. ARY FEVER.
¢ HaD EPILEPSY (Fita)
L/’w}ﬂxﬁzu SUICIDE
l/{EEN INSANE
20. KAVE YOU EVER HAD OR HAVE YOU NOW ( Place check at left of each item)
YES|NO {Check each item} FES|NG (Chack each itom} YES' NO (Check each itarn) vEs |no {Chock cach item}
4 SCARLET FEVER, ERVSIPELAS 1A GoneR 34 TUMOR. GROWTH, CYST. CANCER 9"2I’RICK" OR 10CKED KNEE
4/ DIPHTHERIA & TuBERCULOSIS 41 RUFTURE y”roor TROUBLE
&} RHEUMATIC FEVER e o wePENDICITES | neunerss
/] SWOLLEN O PAISFUL JOINTS 4 ASTHIA 4/ PILES OR RECTAL DISEASE &1 PARALYSIS (JRc. fufantile)
MUMPS SHORTHESS OF BREATH | FREQUENT OR PAINFUL URINATION A EPILEPSY OR FITS
3T whoorinG couch PAIN OR PRESSURE IN CHEST 4] KIDNEY STONE OR BLOOD IN URINE JA7CAR, TRAIN. SEA. OR AIR SICKNESS
‘/’Faeaum GR SEVERE HEADACHE CHRONIC €OUGH & SUGAR OR ALBUMIN iN URINE 7 FREOUENT TROUBLE SLEEPING
V’DIZZINBS OR FAINTING SPELLS PALPITATION OR POUNDING HEART #| polLS y’; IT OR TERRIFYING NMGHT MARES
y""zvc TROUBLE HIGH OR LOW BLOOD PRESSURE o+ VENEREAL DISEASE #/ DEPRESSION OR EXCESSIVE WORRY
#7 EAR, NOSE OR THROAT TROUBLE CRAMPS I¥ YOUR LEGS 24 RECENT GAIN OR LOSS OF WEIGHT 2A'L0SS OF MEMORY OR AMNESIA
RUNNING EARS #”] FReEQUENT mDIGESTION LA ARTHRITIS OR RHEUMATISM A B0 weTTING
CHRONIC OR FREQUENT COLDS ‘/ STOMACH. LIVER DR INTESTINAL TROUSLE /'BONE. JOINT, OR OTHER DEFORMITY aéERVOUS TROUBLE OF ANY SORT
y’)ﬁsv:as TOOTH OR GUM TROUBLE ‘/'cau. BLAGDER TROUBLE OR GALL STONES #1 Lameness 2 "ANY DRUG OR NARCOTIC HABIT
#/] smusms 47 Jaumoice L ALOS5 OF ARM, LEG. FINGER, OR TOE #7] EXCESSIVE DRINKING HABIT
A vay Feven | o] MR T 1O SeRuM, R o & P on - Trck-souoes on ELiow] | # JPOMOSEXUAL TERDENCIES
21. MAVE YOU EVER (Check each iterm) 22. FEMALES ONLY- A, HAVE YOU €VER—  B. COMPLETE THE FOLLOWING:
-'_VTyGRN GLASSES ‘,/ATTEMPTEB SUICIDE BEEN PREGNANT [ AGE AT ONSET OF MENSTRUATION
¥ WORN AN ARTIFICIAL EYE ,-a‘j!EEN A SLEEP WALKER HAD A VAGINAL DISCHARGE INTERVAL BETWEEN PERIODS
#/] WORN WEARING AIDS #7] UIED MITH AITGHe Who HAD BEEN TREATED FOR A FEMALE DISORDER DURATION OF PERIODS
A STUTTERED OR STAMMERED _ B 7’ UGHED UP BLODD HAD PAINFUL MENSTRUATION DATE OF LAST PERIOG
T WA worn & mace on mack suerort| | § 4T Blro excéssivily afreR i R HAD IRREGULAR MENSTRUATION | QUANTITY: [Jwoenat [Jexcesone [seanrr
23. HOW MANY JOBS HAVE YOU HAD IN THE 24. WHAT IS THE LONGEST PERIOD YOU 25, WHAT 13 YOUR USUAL OCCUPATIONT 26. ARE YOU (Check one)
PAST THREE YEARS! HILD ANY QF THE:;)?.’ g H A KM — D LT sames
One MonTis oldrer

Figure 11-2-6.8.
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AR 600-17

YES MO

CHECK EACH ITEM YES OR NO  EVERY ITEM CHECKED “YES' MUST BE FULLY EXPLAIMED IN BLANK SPACE ON RIGHT

2

o

HAVE YOU BEEN UNABLE TO HOLD A JOB BECAUSE OF:
A, SENSITIVITY TOCHEMICALS. DUST, SUNLIGHT ETC

N

B. INABILITY TO PERFORM CERTAIN MOTIONS

C. INABILITY TO ASSUME CERTAIN PQSITIONS

D. OTHER MEDICAL REASONS ({f yes, givereasona)

A\

28,

HAVE YOU EVER WORKED WITH RADIOACTIVE SUB-
STANCE?

|29,

OID YOU WAVE DIFFICULTY WITH SCHOOL STUDIES
QR TEACHERS? (I yes, diva details)

30.

HAVE YOU FVER BEEN REFUSED EMPLOYMENT RECAUSE
OF YOUR HEALTH® (If yeos, siate reasonand give
derails)

ANERNAY

r 3,

HAYE YOU EVER BEEN DENIED LIFE INSURANCE?
Uf yes, stare reasan and give details)

- HANE YOU HAD, OR HAVE YOU BELH ADVISED TO HAVE,

ANY OPERATIONS' (Jf yes, describe and give
age at which occurred)

3

3.

HAVE YOU EVER BEEN & PATIENT (commitred or
valumttary) IM A MENTAL HOSPITAL OR SANATOR
IUM? ({f yos, apecify whan, whare, why, and
name of doctor, jnd complere address of
hospital or clirmic)

. HAVE YOU EVER HAD ANY ILLNESS OR INIURY OTHER

THAN THOSE ALREADY NOTED' ({f yes, apecify
when, whare, and give details)

3

o

HAVE YOU CONSULTED OR BEEN TREATED BY CLINICS.
PHYSICIANS, HEALERS., OR OTHER PRACTITICNERS
WITHIN THE PAST 5 YEARS) (If yes, give com-
plete address of dactor, huspital, clinic,

and derasts)

-

HAVE YOU TREATED YOURSELF FOR ILLNESSES OTHER
THAN MINOR COLDS! (JF yen, which iflnesses)

RUANEANEAVAN

- 37.

HAVE YOU EVER BEEN REJECTED FOR MILITARY
SERVICE BECAUSE OF PHYSICAL, MENTAL. OR OTHER
REASONS! {{f yes, give date and reason for
rejection)

AN

~

3

HAYE YOU EVER BEEN DISCHARGED FROM MILITARY
SERVICE AECAUSE OF PHYSICAL, MENTAL. OR OTHER
REASONSY (If yes, give date, reason, and
type of discharge: whethar honorabie,
other than honorable, for unfitne1s or un-
suirability)

d

3

o

HAVE YOU EVER RECEIVED, IS THERE PENDING, HAVE
YOU AFPLIED FOR, OR DO YOU INTEND TO APPLY FOR
PEINSION OR COMPENSATION FOR EXISTING DISABIL-
WYY (If pes, specify what kind, granted by
whom. and what amount, whee, why)

T tem 32, A \’fe“d“t”)’/ Aqe 22
/\/0' C 0,77///.‘&07[/:'3/.?

1 CERTIFY THAT | HAVE REVIEWED THE FOREGOING INFORMATION SUPPLIED BY ME AND THAT IT IS TRUE AND COMPLETE TO THE BEST OF MY KNOWLEDGE.
| AUTHORIZE ANY OF THE DOCTORS. HOSPITALS, OR CLINICS MENTIONED ABOVE TO FURNISH THE GOVERNMENT A COMPLETE TRAKSCRIPT OF MY MEDICAL RECORD FOR PURPOSES
OF PROCESSING MY APPLICATION FOR THIS EMPLOYMENT OR SERVICE.

OF EXAMINEE

Ralph T Undecuseod

40, PHYSICIAN'S SUMMARY AND ELABORATION OF ALL PERTINENT DATA (fPhyaician shall camment on afponl(ue answers \n dems 20 A ki)

TYPEC QR PAINTED NAME OF PHYSICIAN DR EXAMINER DATE SIGNATURE Nu::::rfr ATTACHED
- U.S GOVERNMENT FRINTING OFFICE : 195% - O 527655
Pigure 11-2-5.2—Continued.
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AR 600-17

Scandard Form 38
(Rev. June 1936)

Burenu of the ?;d:f; REPORT OF MEDICAL EXAMINATION 88-107-01
1. LAST RAME—FIRST NAWE—MIDOLE NAME 2, GRADE AND COMPONENT OR POSITION 3. IDENTIFICATION MO,
UNDERWOOD, RALPH TYLER seGT (B-5) (P-1) RA 19 300 831
4. HOME ADDRESS (Number, sireet ov RFD, city or lown, sone and Stets) 5. PURPOSE OF EXAMINATION §. DATE OF EXAMINATION
Rd 6, Wayne, Penngylvania Arborne Training
7. sex & mACE 9, TOTAL YEARS GOVERNMENT SERVICE 10. AGENCY t1. ORGANIZATION UMIT
Male Caucasian WILTARY 6 Jercn Army Co B, lst Bn, 19th Inf
12, DATE OF BIRTHW 13. PLACE OF BIRTH 14, NAME, RELATIONSHIP, AND ADDRESS OF NEXT OF KIN

Joseph B. Underwood (Father)
1 Jan 30 Weyne, Penn Rd 6, Wayne, Penn

15, EXAMINING FACILITY OR EXAMINER, AND ADDRESS 16, OTHER INFORMATION

Foe AH, Pt Miller, Utsh

17, RATING OR SPECIALTY TIME IN THIS CAPACTTY (Totad) LAST SIX MONTHS

Sgt | 1 year |

CLINICAL EVALUATION NOTES. {(Describe -v.&ab.narm...l'g'ly in detail. Enter partinent itam numbaer befors each
Wor. | (Check sach item in appropiinte col- commaent. nfinius in item 73 and uas additional sheats if necessary.}
;anter “NE' it not evajysted. )

umn; an. . MAL
T8. HEAD, FACE. KECK. AND SCALP
19. HOSE

20. SINUSES

1. MOUTH AND THROAT

(Inl. & rof. canalal (Auditory
22. EARS—GENERAL scxity under itrms 70 and 1)

3. DRUNS (Perforation)

(Vieusl meuily and refractio
EYES—GENERAL |y gir itious 68, 50 and 7).

OPHTHALMOSCOPIC
PUPILS (Equeldy and regetion)

(Asascinied parsitel -
DCULAR MOTIITY e )
LUNGS AND CHEST {Fnclude breasta)

HEART { Thrust, size, rhyihm, sounds)

Blo|ens N

VASCULAR SYSTEM { Vuricositics, ete.)

=2

. ABDOMEM AND VISCERA (Inclvde hernia)

H hoids. Aafular)
32. ANUS AND RECTUM s,,"""" e

ENDOCRINE SYSTEM

g

34. G-U SYSTEM
{Strengih. af
. UPPER EXTREMITIES mefion] b

-
&>

FEET

{Ereane forlt
LOWER EXTREMITIES (Gl i

SPINE. OTHER MUSCULDSKELETAL

IDENTIFYING BOOY MARKS. SCARS, TATTOOS
SKIN, LYMPHATICS

AR

=

+ REUROLOGIC (Epmitubriva tesls under item 10)

42. PSYGHIATRIC (Specify ane prrsanslity drvistion |
A3, PELVIC ( Females only) (Check how done)
Cvacimae CJrecTaL (Continue in item 73)

44, DENTAL (Place appropriate symbols abooe or delow number +f upper and lower icelh, rexpeciinedy.) AEMARKS AND ADDITIOMAL DEMTAL

OEFECTS AKD DISEASES
©O— Reddorable teeth X—Mipsing teeth (8 N &)— Fired bridge, drackels ta
-~ Nonrestorsbie feeth XXX—Replaced by denturer tnelnde abulrents

3 4 5 L 7 8 9 10 11 12 13 14 % 16
» £l » = a F4g - = U a n 2 -1 19 10 7

“ATH-F
“mme

LABORATORY FINDINGS

4S. URIMALYSIS: A, SPECIFIC GRAVITY 46, CHEST X-RAY (Place, dafe, lm number and resulf)
8. ALBUMIN 0. MICROSCOPKC

C. S5UGAR

47, SEROLOGY (Specify test used and result) . EKG 9. :l.oon"trvp: AND RH 50, OTHER TESTS
ACTO!

Pigure 11-2-5.3.
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28 May 1969

C2, AR 600-17

MEASUREMENTS AND

OTHER FINDINGS

51. HEIGHT 52. WEIGHT 5). COLOR HAIR 54, COLOR EYES 55, suILD: 55, TEMPERATURE
O stenper  Chmeowm O weavy [ osese
57. BLOOD PRESSURE (Arss ¢ heart Teael) 5. PULSE: (Arm af heart Lerel) ;!
A S¥8. -3 SYS, c. SYS. A. SITTING B. AFTER EXERCISE { €. 2 MIN. AFTER D. RECUMBENT | E. AFTER STANDING .
SITIING RECUM- STANDING I MIN. B
DIAS. BENT DIAS, ($ min.} | DIAS .
5, DISTANT VISION 60. REFRACTION (18 NEAR VISION
RIGHT 20/ CORR. TO 20f nY © S, ax CORR, TO BY N
LEFT 20/ CORR. TO 20/ Y 5. [+3 CORR. TO BY
2. HETEROPHORIA {Specify distanze)
ES® EX® R H, L. H, PRISM DIV, PRISM CONY, PC 0 \
cT
(18 ACCOMMODATION §4. COLOR VISION (Test waed end resull) £5. DEPTH PERCEPTION UNCORRECTED
(Test used and scare)
RIGHT . LEFT CORRECTED v
. FIELD OF VISION §7. MIGHT VISION (Test used and acore) 68, RED LENS YEST 69, IKNTRAOCULAR TENSION
™ HEARWG . AUDIOMETER T2, PEICHOLDGICAL AND PSYCHOMOTOR -
{Tests used and score)
o0 W0 2000 4000 8000
RIGHT wv ns sv ns Bo | I% | 108 | woar | wmes | ioss | arii| Broe
LEFT Wy 1 sy ns  |[FIEHT
LEFT

T3, NOTES {Continued) AND SIGNIFICANT OR INTERVAL HISTORY

{Use additional sheetr if neceqpary)
24 SUMMARY OF DEFECTS AND DIAGNOSES (L& dlagnoses with item numbery)

5. RECOMMENDATIONS—FURTHER SPECIALIST EXAMINATIONS INICATED (Specify) . A. PHYSICAL PROFILE

P u L H 13 5

1 i 1 1 1 1

T1. EXAMINEE {Check}’

&, O 1s quaLiFie For
». [ 15 NOT QUALIFIED FOR

B, PHYSICAL CATEGORY

78, IF NOT QUALIFIED, LIST DISQUALIFYING DEFECTS 8Y ITEM KUMBER A Ll ¢ £
X .
. TYPED OR PRINTED MAME OF PHYSICIAN SIGNATURE
0. TYPED OR PRINTED NAME OF PHYSICIAN SIGNATURE
#1. TYPED OR PRINTED MAME OF DENTIST OR PHYSICIAN { Indicate which) SIGNATURE
R TYPED OR PRINTED NAME OF REVIEWING OFFICER OR APPROVING AUTHORITY SIGNATURE HUMBER OF AT.
TACHED SHEETS

U.5. GOVERNMENT FRINTING OFFICE : 1980—Q-540014
*Figure 11-2-5.3— Continued.
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28 May 1969 C2, AR 600-17

DISPOSITION FORM

{AR 340-13)
REFERENCE OR OFFICE SYMBOL SUBJECT
Underwood, Ralph T.
RA 19 300 831 Request for Classification Board Action
TO FROM DATE MT 1
Co, 1st Bn, 19th Inf €O, Co B, lst Bn, 19th Inf = | Dec 1968 ¢
Fort Miller, Utah Fort Miller, Utah

1. Request that SGT Ralph T. Underwocd, RA 19 300 831 be laterally appointed to
SP5 for lack of leadership.

2. S8GT Underwood is attached to this unit from the 21st Medical Detachment, 1%9th
Field Hospital, Fort Dundees, Texas.

3. SGT Underwood is technically gualified in his primary MOS8, but does not demonstratJ
the leadership ability required of a noncommissioned officer,

4. On numerous occasions, I have talked to SGT Underwood in regard to his lack of
leadership. His barracks area is never ready for inspection, nor are his men. Each
time this situation has been called to his attention he has stated that he cannot
control the men assigned to his platoon, and they never do anything he asks them to do{

5. SCT Underwood was advised of my proposed action and stated that he wanted to re-
tain his NCO status.

Tgnns W. Fagpr)

1 Inel THOMAS W. LINGEN
*3tatement of SGI Underwocod GPL, Inf
Commanding

*No sample provided.

DA FORM 2496 REFLACES oD FORM 96, EX|STING SUPFLIZS OF WHICH WILL BE
1 FEB 82 ISSUED AND USED UNTIL | FE& 63 UNLESS SOONER EXHAUSTED, =® U.F Q0VERHMENT PRINTIHG OFFICK ; 1962 0—T07-B11

K Figure 11~1-6.3.
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C 2, AR 600-17

28 May 1969

- Procedure 11-2-7
OFFICER CANDIDATE SCHOOL

1. References.
a. AR 40-501.
*b. AR 351-b,
c. AR 601-100.
d. AR 601-210.
e. DA Pam 611-233,

2. Forms.

2. DA Form 61 (Application for Appoint-
ment).

b. DA Form 705 (Physical Combat Profi-
ciency Test Score Card). ‘

¢. DA Form 6233 (Officer Leadership Quali-
fication Report, OLR-1).

d. DD Form 98 (Armed Forces Security
Questionnaire),

e. DD Form 398 (Statement of Personal
History).

f. SF 828 (Report of Medical Examination).

g. SF 89 (Report of Medical History).

h. FD Form 258 (FBI U.S. Department of
Justice Fingerprint Card).
3. General. a. Soldiers who show outstanding
potential as leaders may apply for Officer Can-
didate School,
%b. The criteria for attendance at OCS are
detailed in AR 351-5, A soldier desiring to sub-
mit an application should read the criteria in
section II of the regulation prior to preparing
his request. The soldier may receive informa-
tion and technical advice from the battalion
personnel staff NCO, if required.

4, Procedure. a. The unit commander will in-
terview the applicant to insure he meets basic
qualifications. _

(1) Schedule the interview in accordance
with unit procedure.

% (2) Furnish a copy of AR 351-5 to the

interviewing officer prior to the interview.

% (3) Ascertain whether individual is sub-
ject to flagging or other pending personnel ac-
‘tions.
+b. After the interview,

11-82

if the soldier de-

gires to submit an application and there are no
known conditions which would preclude at-
tendance at OCS as evidenced by the soldier’s
current physical profile—

(1) . Advise the soldier he will be required
to undergo a Physical Combat Proficiency Test

.as prescribed by FM 21-20, 3 months prior to

appearance before the Officer Candidate School
examining board.

(a) The personnel staff NCO will no-
tify the unit of the time and place for the ap-
plicant to undergo the test, or he may request
that the unit take the necessary action to have
the test administered.

{(b) Upon completion of the test, for-
ward a statement reflecting the date tested and
the score obtained to the personnel staff NCO.

 (2) Applicants who are naturalized citi-
zeng will be required to furnish the documenta-
tion indicated in AR 351-5.

¢. When the soldier has presented all re-
quired documents, prepare DA Form 61 in
original and 4 copies according to instructions
in AR 601-100 (fig. 11-2-7.2).

d. Complete the following actions:

(1) Give soldier a copy of DD Form 398
(Statement of Personal History) to complete
in draft form. The soldier will take completed
draft to the battalion S2 Section to be checked
for completeness (e below). The draft may
then he used to prepare DD Form 398 in final
form in original and 8 copies.

(2) Telephone battalion 82 NCO and ask
where soldier may be fingerprinted for comple-
tion of FD Form 258 (Fingerprint Card).
Make the necessary appointment for finger-
printing based on the 1nformat10n provided by
the 82 NCO. '~

* (3) Have applicant read DD Form 98 and
complete 2 original copies. This form must be
signed in the presence of the w1tnessmg officer.
{The w1tnessmg officer must be a commis-
sioned or warrant officer.)

AGO 20116A
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28 May 1969

Yre. After soldier has completed all forms
and has all the necessary documentation, give
completed application to the unit commander
for action required by AR 351-5.

f. The unit commander will review the ap-
plication and allied papers to insure that they
have been properly prepared and signed. Make
any minor changes necessary in the presence of
the applicant. If major changes are necessary,
have them made by the applicant prior to for-
warding the apphcatlon to battalion headquar-
ters.

%¢g. The unit commander will have an
Officer Leadership Qualification Report (DA
Form 6233) initiated as required by AR 351-5,

h. Prepare a draft of the unit commander’s _

indorsement and submit it for his approval
(fig, 11-2-7.1).." . & .
i. Upon approval of the draft 1ndorsement

AGO 20118A

C 2; AR 600-17

by,_ the unit commander prepare indorsement
in original and 5 copies.

... 7. Check application to insure that all re-

quired documents are inclosed. The results of

. the medical examination and physical fitness

test will be added to the application at a later

- date. «

* (1) Rescmded
{2) Remove 1 copy- of the first indorse-
ment for file.

-(3) Forward application in original and 4
copies; with inclosures, -to the next ~higher
headguarters in the chain of command.

k. The PSD will verify the administrative
eligibility of the soldier and direct accomplish-
ment of a medical examination and completion
of a physical fitness test. 7

. Furnish results of the medical examina-
tion and physical fitness test to the PSD.

11-83
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C2, AR 600-17 28 May 1969

ADGB-CB (17 Jan 69) 1st Ind
SUBJ¥CT: Application for Appointment (0CS), DA Form 61

€0, Co B, lst Bn, 19th Inf, Ft Miller, Utah
TO: Commanding Officer, lst Bn, 19th Inf, Ft Miller, Utah
l. Recommend approval,

2. I have known this applicsmt for 12 months. He has served under
me for 12 months. His prineipal duty is Armor Crewman, MOS 11F20.

3. His Aptitude Area GT score is 117.

«%. Character of the applicant is é;‘ 2 .

5. I would want an applicant of hig caliber to serve as an officer
in my command upon completion of the officer cardidate training.

6. Applicant has demonstrated adequate military leadership potentiality
to qualify as an Army officer.

7. Applicent has demonstrated that he possesses the desire and determin-
gtion to complete prescribed officer candidate training.

8. Applicant is on normal duty status and is immediately available for
assignment to officer candidate school.

9. Applicant is not under charges, investigation, flagging action

under AR 600-31, or persomnel actions which may result in reassignment
or separation,

T Lo b dacigs

5 Incls THOMAS W, LINGEN
1. DA Form 61 (quad) CPT, Inf
#2, DD Form 98 (dupe) Commanding

#3, DD Form 398 (qued)
%,. DD Form 258
#5. DA Form 6233 (OLR-1)

# No gamples provided

wFigure 11-2-7.1

[Next page is 11-87)
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AR 600-17

APPLICATION FCR APPOINTMENT

{AR 140-100 and AR 601-100)

GOVEHMNING REGUL ATION OR CIRCUL AR (Specily applicable sectiony
TYPE OF APPOINTMENT FOR WHICH APPLICATION IS SUBMITTED :
AR 350-50
COMMISSIONED OF FICER - REGULAR ARMY GRADE FOR WHISH APPLYIN® (Résetve appolntments oniy)
COMMISSION ED OFFICER * ARMY RESERVE
WARRANT GFFICER - RECULAR ARMY APPLEICANTS FOR REGULAR ARMY MSC AND WARRANT OFFICER
WARRANT OFFICER - ARMY RESERVE LIST CHOICE BY MOS CODE AND TITLE
% |oFFiceEr caNDIDATE SCHOOL MOS CODE MOS TITLE
BRANCH PREFERENCES (Commisaion Only)
REGUL AR ARMY: Enter 1st, 2d, 3d choice, in branches other N/}'\
than CA or §S.
OFFICER CANDIDATES: Enter ONLY 1st and 2d choice.
RESERVE: a. If applying for a specific vacancy enter ONLY
branch of vacant position. Others may indicate more than one
choice. b. ROTC graduates - Te be checked only by appli-
cants for assignment to AIS,
AGC PERSONAL DATA
AlS 1. LAST NAME - FIRST NAME - MIDOL E NAME (EAplain varlatlons 2. GRADE 3. SERVICE NUMBER & SELECTIVE]
from birth certificate in Jtem 32} SERVYICE NUMBER
AMSC
ane Underwood, Ralph Tyler CPL B, RA 19 300 83
A4, ARANCH (MO5 If [o. TOTAL YEARS[S. MARITAL [7. NUMBER OF QEFPE DEN T3 UNDER 18 8. DATE OF BIRTH
srmor | o} ACTIVE SERVICE STATUS VENRE BETAGE TFomnls srplitants ontr)
ARTY N/a 24 Single Hone 19 June 1930
o 2., FLACE ©F BlRTH (Clly, County and Stats) 10. COMPLETE MILITARY ADDRESS (If presently on actlve duty)
c™MLC -
o Buffalo, Hew York Carpany "B" 1st Battalion, 19th Infantry
e TI. FERMANENT ADDRESS Fart [Miller, Utah
o 6107 1ith Street
s Buffalo, New York
INF 12. Us & NATIVE|D. (F NATURALIZED, c. IF DERIVED, APPLICANT'S [d. DATE, PLACE AND COURT
CITIZEN CERTIFICATE NUMBER CERTIFICATHE NUMBER
sace  |H ves K1 ves
MC {ne no N/A N/A N/A
Mec . CIVILIAN EDUCATION {See foms 23 through 28 for additional roquiremenis for peofossional parsonnel}
M3C A. HIGH $CHOOL GRADUATE B NAME AND LOCATION OF HIGH SCHOOL
oroe Hves [Cino Saint Fdwards Hich School, Buffalo, New York
ame NAME AND LOCATION GF SEMESTER! ypans GRADUATED OR MAJOR
. COLLEGE DR UMIVERSITY DEGREECREDITS| WiLL GRADUATE
siGe (Include USMA, USNA and USAFA) Earn ED[AT TENDE DI T Tvyear | SYBJECTS
a3 Buffale University 185 L 29 | June | 53 ucation
Te Buffalo, Wew York
ve University of Haryland 36 1 6 | June | 53 [Fdusation
wac Coll Park, Yaryiand
d. 3P ECIAL EDUCATION AL HONGORS, SCHOLAR- [f. IF YOU HAVE EVER BEEN EXPELLED FROM SCHQGL. OR PLACED ON FROBATION,
SHIFS, ETC, EITHER FDR ACADEMIC OR DISCIPLINARY REASONS, EXPLAIN
14. SERVICE SCHOOLS ATTENDED
DATES {Month #nd Year) COMPLETED iF NOT COMPLETED,
NAME OF SCHOOL COURSE
FROM TO YES NO GIVE REASON

I35, FOREIGN LANGUAGES AND DEGREE OF PROFICIENCY

16. HAVE YOU EVER UNDER ETTHER MILITARY OR CIVILEAN LAY BEEH INOICTED OR SUMMONED IN TO COURT A3 4 DEFENDANT IN A
CRIMIN AL PROCEEDING {/ncluding any procesdings invalving juvenils onaes and any cowrt-martial) REGCAROL ES5 OF THE RESULT OF
TRIAL, OR CONVIGTED, FINED, IMPRISONED. PLACED ON PROBATION, PAROLED OR PARDONED: OF MAVE YOU EVER BEEN ORDERED
TO DEFOSIT BAIL OR COLLATERAL FOR THE YIOLATION OF ANY LAW, POLICE REGULATION OR ORDINANCE? (Exclude traffic viola
tona Involving a fine or forfeiture of $50 or lees. ALSO, etclude action taken under Article of War 104 or Asticle 15, UCMS.) [~ | ves [ |wNo.
IF 50, Li3T THE DATE. THE NATURE OF EACH ALLEGED DFFENSE OR VIOLATION, YHE NAME AND LOCATION OF THE COURT OR
PLACE OF HEARING, AND THE PENALTY IMPOSED OR OTHER DISPOSITION OF EACH CASE AND FURNISH COPY OF COURT ACTION OR
DETAILED STATEMENT IN AFFIDAVIT FORM AS TO THE QUTCOME OF EACH CASE.

D FORM 61 PREVIOUS EDITIONS OF THIS FORM ARE ORSOLETE.
1MAR 83

Figure 11-2-7.2.
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AR 600~17

7. ARE YOU NOW, OR HAVE YOU EVER BEEN A CONSCIENTIOUS OBJECTOR?

[ ves Clno

‘o ACTIVE MILITARY SERVICE (Indicate towr with sach service saparately)

GRG AN ZATION

BRANCH| HIGHEST GRADE AND DATES (Day, Month and Year)
(US Armed Forces, USCG, Coast and Geodetic SERVICE NUMBER
Survey, US Public Health Service} OF SvC COMPONENT [ o
¢ LU, S, Armed Forces UsA | RA 19 300 83] TFC 1 Jupe 59 Present
b
3
z
W
o
zZu
o
£
'8
Fo
i O
Tu
2z
5 o
i)

CURRENT ACTIVE DUTY TOUR TERMINATES DATE OF L AST AUS PROMOTION

9. RESERYE OR NATIONAL GUARD SERYICE (Not on sctive duty)

ORGANIZATION B ANCH HIGHEST GRADE AND DATES (Day, Month and Year)
{US Armed Forced, USCG, Coast and Geodetic SERVICE NUMBER
Survey, US Public Health Servica) OF svC COMPONENT FROM TO

& | Hone -

B

-

2

3

z

ul

R

z

iRT]
T =
H
<L
30
LY:]
U
iz
a2
O n

FZ_O- SOURCE OF CURRENT comMisaion (If applicable] 21, AWARDS (Do not llat theafer or service modala)
Neus: [ Jecs [ JoirRECT APPOINTMENT
USAR: Marore [Jocs [ oiREST APPOINTMENT Hone
22. HAVE YOU EVER APPLIED AND NOT BEEN SELECTED FOR RoTci ] YES [YINo: ocs [T1ves [[]wno
AFPOINTMENT IN RESERVE COMPONEMT YES | NO APPOINTMENT IN REGUL ARt ARMY YES NO

AS A WARRANT QFFICER AS A WARRANT OFFICER

AS A COMMISSIONED OFFICER AS A COMMISHMONED OFFICER

IF ANSWER 18 "'YE3'" EXPLAIN FULLY

23. ARE YOU MHOW OR HAVE YOU EVER BEEN IN THE MILITARY SERVICE OF OR BEEN EMPLOVYED BY A POREIGN GOVERNMENT?
(il yea, give detes, country and type of service or employment)

CJves NG

24. HAVE YOU EVER BEEN RECLASSIFIED, DISCHARGED QR ASKED T

PLACED ON INACTIVE STATUS WHILE SERVIN

[dves [XIno

N THE U% ARMED FORCES OR IN ANY PO3I
PLOYMENTT (If yea, atate circumstances. If necessary, continue und:

SIGN, FURLOUGHED

N OF PRIVATE OR GOVERNMENT EM-
wr Romarks or attach separate sheet)

28,

APPLICANTS FOR JUDGE ADVOCATE GENERAL'S CORPS ONLY

APPLICANTS FOR
CHAPLAINS BRANCH ONLY

BARS OF WHICH YOU ARE & MEMBER (Specify dates)

RELIGIOUS DENOMINATION BY
wWHICH YOU WILL BE INDORSED

Figure 11-2-7.2—Continued.
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AR 600~17

2. APPLICANTS FOR MEDICAL AND DENTAL CORFPS ONLY
. TRAINING MONTM AND YEAR

LEVEL IVPE NAME AND LOCATION OF HOSPITAL FROM o

INTEARNIHIP

RESIDENCY TNG

SPECIALTY TNG

b, SPECIALTY BO ARDS DATES OF CERTIFICATION

€. PLACE IN WHICH CURRENTLY LICENSED

2e. APPLICANTS FOR ARMY NURSE CORPS AND ARMY MEDICAL SPECIALIST CORPS ONLY

& NAME OF NURSING OR ACCREDITED PROFESSION AL SCHOOL r- LOCATION

¢- DATES OF ATTENDANCE CSTATE AND NUMBDER OF CURAENT . STATE AND GATE [Day, monih and year} GF NI TIAL
REGISTRATION REGISTRATION
f, POSTGRADUATE COURSES (Include courses at general hospitais, service schools, and short cournea)
SEMESYER
SUBJECT OR COURSE NAME AND LOCATION OF SCHOOL OR HOSPITAL ::::':;" DATES OF ATTENDANCE

20. HAVE YOU BEEN EMPLOYED BY THE US AAMY AS A DIETITIAN. GCCUPATION AL OR PHYSICAL THEIAPIIT'“I yeou, z". 3.‘.‘.-5

[Jves [ w~o
30. ARMY RQTC (To be completed only by prospective ROTC gradusies applying for appointment in USAR or RA)
[N SUCCESSFULLY COMPLETED AROTC PROGRAM AS FOLLOWS
COURSE F ROM (Month and Year) YO (Month and year) (3) CAMP TRAINING
i AMP LOCATION
(1) masic
FAROM (Day, month, year) TGO (Day, month, yeaar)
(3) ADVANCED
b, ARMY ROTC FLIGHT TRAINING PROGRAM
(1 PRESENTLY ENROLLED 2 ?:l‘r"}f.e,’c’uﬁ’p?.b: lg?rg:f:E,TEﬂ a) NUMBER HOURS FLYING TIME COMPLETED
B INCLUSIVE DATES OF TRAINING
[lres [1no [ves [1we C) FAA PILOT'S LICEN YES NO
C'ENLIS‘I'ED MEMBERS OF THE (1) CURRENT ENLISTMENT IN ARMY RESERYE EXPIRES —tpany—— i OR (2) TRANSFERRED
late,
;::: :‘E:.Erz\;IEJT‘?;:‘A;I;EA?‘%R' TO ARMY RESERVE ON T as Al evr I:] YR OBLIGOR (AR 635-250) UNDER
COMPLETE THE FOLLOWING AS | THE PROVISIONS OF THE UNIVERSAL MILITARY TRAINING AND SERVICE ACT, AS AMEMDED.
APPLICABLE,
8. MAIN CIVILIAN EMPLOYMENT
8. NAME AND ADDRESS OF EMPLOYER b JoB TITLE TOTAL EXPERIENCE
Mr, John H, Harris 0] on -5
. -,
Schonl #75, Buffalo, N. Y, Teacher Sep 1954 May 1959

4. ERIN CIF AL OU TIES (Describe briolly)

Teaching grades & thru § in History and English
ra‘. inmp)mgz {Experionce, proflcienciss and special abilitiss not shown el hr in this applicati It additional apace ts required atiach
ladditiceal sheets)

3a. DATE MNGNATUREOF AFFLICANT
THE INFORMATION CONTAINED

HWEREIN IS TRUE TO THE BEST /y & ///
OF MY KHOWLEDGE AND BELIEF.

Figure 11-2—7 #—Continued.
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AR 600-17

THIS PADE NOT TO BE COMPLETED BY APPLICANT

RECOMMENDATION FOR APPOINTMENT OF ROTC GRADUATE AS A
RESERVE COMMISSIONED QFFICER OF THE ARMY (AR 145-100)

FROM: {Weme and Addrass of fnatitution) TO: (Approptisie Major Commander)

PART | {70 BR COMPLETED BY PMS ONLY)
# APPLICANT WMILL HAVE SUCCESSFULLY COMPLETED AT THIS INSTITUTION THE PRESCRIBED CCURSE FOR THE UNIT ON

{Dats)
b, APPLICANT [_| HAS COMPLETED SUCCESSFULLY THE REQUIRED CAMP TRAINING, OR APPLICANT [ ] HAS NOT ATTENDED
THE REQUIRED CAMP TRAINING.

LA D APPLICANT WILL HAVE ATTAINED A BACCAL AUREATE UPQN SUCCESSFUL COMPLETION GF ROTC COURSE: OR,
D APPLICANT WiILL BE OR HAS BEEN GRANTED WAIVER OF REQUIREMENT OF A BACCAL AUREATE.

d. | CONSIDER APPLICANT PHYSICALLY, MENTALLY, MORALLY, AND PROFESSIONALLY QUALIFIED FOR APPOINTMENT AS A
RESERVE COMMISSIONED OFFICER OF THE ARMY AND RECOMMEND HIS APPOINTMENT,

DATE BAANCH FOR ASSIGNMENT AN ATUAL AND GRADE iﬂﬂ!]

PART |l ({TQ BE COMPLETED BY PRESIDENT OR DEAN OF INSTITUTION)

1 CONSIDER APPLICANT PROFESSIONALLY QUALIFIED AND RECOMMEND HIS AFPOINTMENT AS A RESERVE COMMISSIONED
OFFICER OF THE ARMY, :

DATE TYPED NAME AND TITLE SIGNATURE

15T INDORSEMENT
™ DATE

SEE ATTACHED INDCRSHENT (fig 11.2-7,1)

1. I have known this spplicant for manths. He has served under me for months. 1iis principal duty is
2. 1[_]do [ ]do not recommend the applicant.

3. Remarks {Include your opinion as to his abilily and value (o the service)

INCLOSURES BieN ATURE

ORGANIZATION TYPED N AME ANG GRADE OR TITLE

20 INDORSEMENT
TOu DATE

1. I have knowm this applicant for monthz, 1le has served under me for months, 2. 1 [ ]do []do not recommend
the applicant. 3, Remarks (inchule your opinion as io his sbillty and value 1o the service)

INCLOSURES . BIGHATURE

DRAGANITATION TYPED N AME AND GRADE OR TITLE

4 VS COVEAMMINT PRINTING GFFICK ; 1941 G— 88014

Pigure 11-2-7.2—Continued. _
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28 May 1969

C 2, AR 600-17

Procedure _11—2—11
SUSPENSION OF FAVORABLE PERSONNEL ACTIONS

1. References.

- a. AR 381-130.
b. AR 600-31.
¢. AR 604-10,

2. Form. DA Form 268 (Report for Suapengion
of Favorable Personnel Action).

3. General. ¢. DA Form 268 is used for flagging
records of those individuals—

(1) To whom the provisions
604-10 apply (security investigation).

{2) Against whom action is initiated
which may result in dismissal, discharge,
court-martial, disciplinary action, demotion or
elimination proceedings.

(3) AWOL, under charges or restraint by
civilian authorities, or against whom investiga-
tion is initiated of allegations or incidents re-
flecting unfavorable upon their character or
integrity,

b. None of the following favorable personnel
actions can be accomplished while an individ-
ual is flagged:

(1) Reassignment (except as authorized
by AR 600-31).

(2) Promotion,

{3) Appointment or reappointment.

(4) Enlistment.

{5) Discharge.

{6) Release from active duty,

(7) Award of a decoration or commenda-
tion.

(8) Retirement.

{9) Attendance at a service school.

e. The following procedures do not apply to
security cases under section II, AR 600-31.
Flagging action involving personnel security
cases will be performed as directed in AR
600-31,

d. Flagging action on officers and warrant
officers, including those of the Reserve compo-
nents serving on active duty as enlisted men,

of AR

AGO 20116A

will be accomplished only at the specific direc-
tion of the commander.

v4. Procedure, a¢. Secure the information re-
quired to complete a pencil draft of items 1
through 12, DA Form 268 (initial report),

b. Obtain the information to complete items
13 through 17 from the first sergeant or execu-
tive officer.

¢. Use the pencil draft as a guide and type
the required number of copies of DA Form 268
(fig. 11-2-11.1). Copies must be furnished
each headquarters in the chain of command as
follows:

(1) Original and 1 copy to the Division
Commander, ATTN: AG-PSD.

(2) One copy to the Brigade Commander,
Division Artillery Commander or the Support
Command Commander, ATTN: §1, as applica-
ble.

{3) Cne copy to the Battalion Com-

- mander, ATTN: 81 (if unit is organic to a bat-

talion).

(4) One copy will be placed in the
company/battery suspense file for control of in-
terim reports (e below).
wd. Have the unit commander complete the
authorization on all copies,

(1) Prepare envelopes for addresses other
than the battalion headquarters,

(2) Remove 1 copy of DA Form 268 for
suspense file.

(8) Original and all remaining copies of
DA Form 268 will be hand-carried to the bat-
talion S1/adj.

e. Count 120 days after the date of the initial
report; write that date in red on the upper bor-
der of your copy of DA Form 268 and put it in
the unit suspense file, This is the date on which
the first interim report is submitted.

f. Prepare the first interim report (fig.
11-2-11.2) on DA Form 268, items 1 through
12, items 19 through 24, and Section IV. Ob-
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C 2,"AR 600-17

tain information for items 19 through 24 from
-the first sergeant or executive officer. You will
accomplish this report on the date entered on
the upper . border of the initial report. Count
120 days after the date of the first interim re-

port; write that date in red on the upper border .

of unit copy of DA Form 268 and place in sus-
pense. This is the date on which the second in-
terim report is submitted.

g. Prepare the second interim report on DA
Form 268 completmg the same item as on the
first interim report. Count 30 days after the
date of the second interim report; write that
date in red on the upper border of DA Form
268 and place in suspense. This is the date on
which the third interim report is submitted. If
subsequent reports are required follow the pro-
cedure in this subparagraph.

%h. When the final report lifting the flag-
ging action is required (AR 600-31)—

(1) Remove the copy of DA Form 268
from suspense file,

{2) Prepare -final report (fig. 11—2-11.3)
on DA Form 268, by completing items 1
through 12, 25, and Section IV, in the same

28 May 1969

number of copies and for the same distribution
as required for the initial report. Obtain the
information for item 25 from the first sergeant
or unit commander.

(3) Dispatch it to addressees indicated in

the distribution.

(4) Destroy all copies of DA Form 268
pertaining to the case in the unit file.

%i. When DA Form 268 establishing flag-
ging action on a soldier of the unit is received
from another headquarters—

(1) Provide a copy of DA Form 268 to
the unit commander immediately.

(2} File DA Form 268 in the unit files in

a file established for this purpose.
%j. DA Form 268 will not be prepared at
unit level for officers including Reserve officers
serving on active duty as enlisted personnel
(service number prefix RO, RM, or UR).

(1) Should flagging action be required on
this category of personnel, the unit commander
must make an immediate personal report to the
battalion commander.,

~ (2) DA Form 268 will be initiated by the
battalion personnel staff NCO, or the PSD, as
determined by local command directives.

[Next page is 11-115]
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(v Ir1an)

AR 600-17

(AR 500 -31)

REPORT FOR SUSPENSION OF FAYORABLE PERSONNEL ACTIONS

OATE FL A
INITIATED

aING ACTION

December 61

10t

Commanding General, 99th Infantry Division, Fort Miller, Utah

F S¥YC
30 November 1962

Co B, 1st Bn, 19th Inf

1. LAST NAME + FIRST NAME - MIODL E NAME 2. DATE OF BIRTH 3 PLACHOF BIRTH
] DAY |MONTH VEAR
UNDERWOUD, RALPH TYLER 1 Dec 41 Buffalo, New York
4. QRADE 8. SERVICE NUMBER 8 ARMOR 3ERVICE 7. COMPONENT ., gou ACTIVE DUTY
Pvt E-2 HA 19 300 831 Ra. Clweton acTive DUTY
‘ Ll-‘?m:rr: OF CAT OR TERM |10, UNIT TO WHICH ASSIGNED AND MAJCR COMMAND

.11, AT ATION {Qsogmphical lacation)

Fort Miller,-Utah

122 HOME OF RECOND (No. and Street or RFD No., Cliy & Stale)

6107 4th Street N.d.
Washington 11, D.Ca

SECTION | - INITIAL REPORT

" [X} wew investigarion |

[ reinvesTigaTion

DATE CURRENT INVESTIGATION
INITIATED

28 November 1961

18,

HEADQUARTERS CONTROLLING INVESTIGATION

Co By, 1st Bn , 19th Inf

COURT-MARTIAL ACTION

UNFAYORABLE CHARACTERISTICEOR INTEGRITY

18, BAS|S FOR SUSPENSION OF FAVORABLE PERSONNEL ACTION
AWCL INTEREST OF NATIONAL SECURITY OTHER (Explain)
X|ecimunation IN HANDS O FF CIVIL AUTHORITIES

17,

SYNOFSIS OF AVAILABLE INFORMATION FPERTAINING TO ACTION CHECKED IN ITEM to

Being processed for elimination under the provisions of ik 635-209 .

N/a

18, EVALUATIONOF SOURCE AND INFORMATION, IF PERTAINING TO NATIONAL SECURITY CASHS (Se¢ AR BI-TH) |

SECTION Il - INTERIM REPORT

19. SYNOFSIS OF AVAIL ABL E INFORMATION

20, EXPECTED COM.
PLETION DATE OF

INVESTIGATION

NUMBER OF GUTSTANDING LEADS IN EACH MAJOR COMMAND AND
CATES THEY WERE SUSMITTED (AR S04-0 cases only)

15 INVES COMPLETE IN
CONTROL QFF A
80 4-10 caser only;

] vea

EAT (AR

Clne

a3,

COGENT AEASONS FOR NON-COMPLETION OF INVESTIGATION WITHIN 12 DAY PERIOD

24.

CATION
oniy)

DATE INVESTIGATION
COMPLETED AND FILE
FWD HQ

A FOR ADJUDI-
AI{MN‘JO cases

FORM
10CT a8

DA 268

AGO 83834

PREVIOUS EDITIONS OF THIS FORM ARE OBBOLETE,

Figure 11-2-11.1.
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AR 600-17

SECTION Il - FINAL REPORT UPON COMPLETION OF ACTION
ACTION TAKEN (Check appropriate biack)

ACTION COMPLETED. ACCEPTED FOR OR RETAINED IN SERVICE WITH PROVISO “NOT BLIGIBLE FOR SECURITY CL RARANCE, |
ETC." INDICATE AUTHORITY UNDER AEMARKS. RETAIN ALL COPIRS OF DA FORM 284 IN TAGO ML ES ONL Y.(AR §04¢-1¢ cassa only]

ACTION COMPLETED. CASE CLOSED FAVORABLY. DESTROY ALL COPIES OF DA FORM 244,

ACTION COMPLETED. DISCHARGED BY REASON OF [_J AESIGNATION OR D ELIMINATION BY BOARD ACTION. DESTROY ALL
COPIES OF DA FORM 280, (Attach I copy of diacharge ordere)

ACTION COMPL ETED. DIBCIPLINARY ACTION TAKEN. DESTROY ALL COPIES Of OA FORM 284. (Attich | copy of Court-Martisl®
Orders or disciplinary sciion taken of record)

MEMB ER DISCHARGHED GR RETIRED WHILE CASE BEING PROCEMED. RETAIN ALL COPIES OF DA FORM 280 IN TAGO FILZ8 ONLY.
INGICATE REABON FOR DISCHARGE. {Attach I copy of dischargn orders)

OTHER FINAL ACTION (Explain in ""Ramasks™, SactionlIV).

TYPE AHD DATE DISCHARGE (cite sppropriats regulation) [(JunoEmARancE [ eauEraL [_JoTHen (Explatn)

SECTION 1V - AUTHENTICATION

DATE TYPED NAME, GRADE, TITILE AND DRGANIZATION HGHNATURE
THOMAS W. LINGEN, Capt, Inf - .
1 December 61 | O, Co B, 1lst Bn, 19th Inf %M/Méylﬂ/
mARKI . - y — : "-:—

DISTRIBUTION
2 CGy 99th Inf Div, ATIN: AG-PSD
1 CG, 1st Brig, 99th Inf
1 ®©, lst Bn, 19th.Inf
1 Unit iile

0. F SOrTENEINT PRINTIRG QFFICE ; (94 @—Tio-21t

Figure 11-2-11.1—Continued,
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(Inrubh L)

AR 600~17

(AR 600-31}

&L

REPORT FOR SUSP ENSION OF FAVORABL E PERSONNEL ACTIONS

INITHATED

DATHE FLAGGING ACTION

Comuanding General, 99th Infentry Division, Fort miller, Uteh

1. LAST NAME - FIRIT NAMK - MIDDLE NAME

2 DATE OF BIRTH

3 PLACEOF BIRTH

DAY MONYH YEAR
UNDeR 400D, italPil TYLlak 1 | Dec 41 Buffalo, New York
4. GRADE 5. BERVIC E'NUMB ER % ARM OR SERVICE 7. COMPONENT s @oﬂ A TIeR DUTY
Pvt BE-2 nA 19 300 831 Army i [CInor oN acTive puTY
u. lel:éA'I‘ION OCATEQF CATOR TERM 1. UNIT TO WHICH ASSIGNED AND MAJOR COMMAND
30 November 1962 Co By lst Bn, 19th Inf.

1. $TATION (Gaographical location)

Fort Miller, Utah

t2 HOME 0F RECOAD (No. and Strest or RFD No., City & Siata)

6107 4th Street N.W.
Wachingzgton 11, D.C.

SECTION | - INITIAL REPORT

3 14, DATE CURRENT INVESTIGATION
[ newinvesTiaaTion INITIAT EG
CIrEinvEsTIGATION

18, HEADQUARTERS CONTROLLING INVEATIGATION

18 BASIS FOR SUSPENSION OF FAVORABLE PERSONNEL ACTION
ANG L INTEREST OF NATIONAL SECURITY O THER (Explein)
ELIMIN ATION IN HANDS OF CIVIL AUTHORITIES
COURT-MARTIAL ACTION UNFAVORABLE CHARACTERISTICH OR INTEGRITY

17. SYNORSIS OF AVAILABLE INFORMATION P ERTAINING TO ACTION CHECKED IN iTEMW 10

¥, EVALUATION OF SOURCE AND INFORMATION, (F PERTAINING TO NATIONAL SECURITY CASKS (Ses AR 381 -130)

SECTION Il - INTERIM REPORT

19. SYNOPSISOF AVAIL ABDLE INFORMATION

Investigation initiated 28 lLovember 1961 still in progress.
forwerded for elimination action within the next 21 davs.

Final results will be

17 iapr 62 tone

20. EXFECTRO COM-~ 21, NUMBDER OF SUTSTANDING LEADS IN EACH MAJOR COMMAND AND 22 19 INVED COMPLETE IN
PLETION DATE OP DATHRS THEY WERE SUGMITTED (45 $04-19 cases only)
INVESTIGATION

CONTROL OFF A;u:n (AR
604-10 cases only,

[ vus

X] wo

23 COGENT REASCONS FORM MNON-COMPLETION OF (NVESTIGATION WITHIN TX DAY PERIOD

CATION
anly)

24. DATE INVESTIGATION
COMPL ETED AND FILE

Enligted man hospitalized from 2 Uec 61 tirough 4 Mar 62 aTon

B/u

Om ADMUDH-
504 -0 canes

DA ‘mﬁu.' 268 PRAKVIOUS EDITIONS O THIS FORM ARE OBSOLETE,

Pigure 11-2-11.2.
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SECTION IN « FINAL REPORT UPON COMPLETION OF ACTION
ACTION TAKEN (Check appropriate block)

ACTION COMPLETED. ACCEPTED FOROR RETAINED IN 3EAVICE WiITH PROVISD *NOT ELIGIBLE FOR SECURITY CLEARANCE.
ETC." INDICATE AUTHOAITY UNDER REMARKS. RETAIN ALL CORIES GF DA FORM 208 IN TAGO FIL ES ONL Y.{AR 504-10 casss only]

ACTION COMPLETED. CASE CLOSED FAYORABLY. DESTROY ALL COPIES OF DA FORM 268.

ACTION COMPLETED. DISCHARGED BY REASON OF [JAEMENATION OR [] ELIMINATION BY BO ARD ACTION. DESTROY ALL
COPIES OF DA FORM 288, (Attach } copy of dincherge orders)

ACTIGN COMPL ETED. DiSCIPLINMARY ACTION TAKEN, GESTAOY ALL COPIES OF DA FORM 268, (Attach ! ocopy of Court-Martial
Osders or diaciplinary action taken of racord) .

MEMBER DISCHARGED OR RETIRED WHILE CASE BEING PROCESSED. METAIN ALL COPIES OF DA FORM 286 IN TAGO FILES ONLY.
INDICATE REASON FOR DISCHARGE. (Atfach 1 copy ol dlacharde ordera)

QTHER MINAL Ac TION {Explain in ''Remarks’, SectionlIV).

TYPE AND DATE DISCHARGE (cits appropriate regulation) [_ ] UNDESIREABLE [_] GENEmAL [ ] oTHER (Explai)

SECTION IV - AUTHENTICATION

ODATE TYPED NAME, GRADE, TITLE AND ORGANIZATION SIGNATURE
PHONAS o LIWGi, Captain, Inf
1 Dec 61 O, Co By lst Bn, 19th Inf Thorpras L4/ )
REMARKS

DISTRIBUTION
2 Cu, 99th Inf Div, ol'hi: AG-PoD
1 G, 1st Brig, 99th Inf Div.
1 Lo, lst Bny 19th Inf
1 Unit rile

U3 GOVERWMENT FRINTIMG OFFICE . V#E3 DuTi0-Erk

Figure 11-2-11.2-—Continued.
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AR 600~17

(PINaL)
REPORT FOR $SUSPENSION OF FAVORABL E PERSONNEL ACTIONS DATE FLAGGING ACTION
[AR 600 -31)
TO:
Commanding General, 99th Infantry Division, Fort Miller, Utah
I LAST NAME- FIRST NAME - MIDOL E NAME 2, DATE OF BIRTH 3. PLACEOF BIATH
' CAY |MONTH YEAR
UNDERWOOD, RALPH TYLER 1 Dec 41 Buffaleo, New York
4. GRADE §. SEAVICE NUMBER %. ARM GR SERVICE 7. COMPONENT B [ on active ouTy
Pvt E-2 Ra 19 300 831 Army Ra. [(JMov on acTive DuTy
LB S:P'I‘?:TION TATE OF CAT OR T ERM 0. UNIT TO WHICH ASSIGNED AND MAJOR COMMAND
30 November 1962
T ST ATION {Geogmphical location) t 155 owr RECOMD (No. and Street or RFD No., City & Stata}
Bort Miller, Utah : 7'4th Street Nads
ashington 11, 0.C,
SECTION | - INITIAL REPORT
18, D NEW INVESTIGATION 14, FN‘I;IEA?:RDRENT INVESTIGATION 18. HEADQUARTERS CONTROLLING INVESTIGATION
[]meinveaTIGATION
18, BASIS FOR SUSPENSION OF FAVORABLE PERSONNEL ACTION
AWOL INTEREST OF NATIONAL SECURITY O THER (Explain)
ELIMIN ATIGN IN HANDS OF CiVIL AUTHORITIES
COURT-MARTIAL ACTION UNFAVORABLE CHARACTERISTICS OR INTEGRITY

17. SYNOPFSIZOF AVAILABLE INFORMATION PERTAINING TO ACTION CHECKED IN ITEM 14

18. EVALUATION OF SOURCE AND INFORMATION, iF PERTAINING TO NATIONAL BECURITY CASES (Ses AR 381 -134)

SECTION Il - INTERIM REFORT

18. SYNCPSIS OF AVAILABLE INFORMATION

0, EXPECTED COM- 1. NUMBSER OF OQUTATANDING LEADS IN EACH MAJOR COMMAND AND 22, ISINVES COMPLETE IN
PLETION DATE OF OATES THEY WERE SUBMITTED (AR 04-10 cases only} CONTROL OFF A)R!A' {AR
INVESTIGATION S 4-10 cases oniy)

] res Clwe

23. COGENT REASONS FOR NON-COMPLETION OF INVESTIGATION WITHIN 120 DAY PERIOD 24. BATE INVESTIGATION

COMPL ETED AND FILE
FYWD HQ DA FOR ARJUDI
CATION (AR 604-10 cas
onl v}

. 268
DA TOCT A _PREVIOUS EDITICNS OF THIS FORM ARK OBSOLETE,

Frgure 11-2-11.3.
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AR 600-17

SECTION 11) - FINAL REPORT UPON COMPLETION OF ACTION

ACTION TAX EN (Chack appropriate block)

28.
ACTION COMPLETED. ACCEPTED FOR OR RETAINED IN SERVICE WITH PROVISO *"NOT ELIGIBLE FOR SECURITY CLEARANCE,
ETC."" INDICATE AUTHORITY UNDEA REMARKS. RETAIN ALL CORIES OF DA FORM 288 IN TAGO FIL B8 ONL Y, (AR 04-10 cases only]
ACTION COMPLETED, CASE CLDSED PAVORANLY. DESTROY ALL COPIES OF DA FORM 288,

ACTION COMPLETED. DISCHARGED BY REASON OF [ ] RESIGNATION OR [C] ELIMINATION BY BOARD ACTION, DESTROY ALL
COFIES OF DA FORM 268. (Attach ! copy of discharge orders)

X ACTION COMPLETED. CIACIPLINARY ACTION TAKEN, DESTAOY ALL COPIEIOF DA FORM 284. (Attach I copy of Court -Mertial

Ovrdere or dleciplinary action taken of record)
MEMB ER DISCHARGED OR RETIRED WHILE CASE BEING PROCESSED. RETAIN ALl COPIGES OF DA FORM 368 IN T AGO FIL ES ONLY.
INDICATE REASON FOR DISCHARGE. {Attach ! copy of dischargde ordare)
GTHER FINAL AcTION (Explsin in *’"Ramazka’’, SectionlIV}.
TYPE AND OATE DISCHARGE (clte sppropriste regulation) [ UNDESIREARLE [K] cENERAL [_]oTHER {Explain)
e 'y e -
Discherge date20 april 1962, Ur anx 635-209
SECTION IV - AUTHENTICATION
DATE TYPED NAME, GRADE, TITLE AND ORGANIZATION BIGNATURE
16 agr 62 | LHOMaS . LINGEN, Capt, Inf .
o0, Co B, lst bn, 19th Inf yZ f
REMARKS > &

DISTAIBUTION

2 GG, 99th Inf Divy al'liiz aG=¥FsD
1 Cu, 1zt drig, 99th Inf Div.

1 ¢V, 1lst sn, 19th Inf

1 Unit File

11-120
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Figure 11-2-11.8—Continued.
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AR 600-17

Procedure 11-2-12
UNIFORMED SERVICES IDENTIFICATION AND PRIVILEGE CARD

1. Reference. AR 606-5.

2. Forms.

a. DD Form 1172 (Application for Uniformed
Services Identification and Privilege Card).

b. DD Form 1173 (Uniformed Services Identifica-
tion and Privilege Card).

3. General. The Uniformed Services Identifica-
tion and Privilege Card, (DD Form 1173) is pro-
vided as & means of identifying persons eligible for
medical care, commissary privileges, exchange
patronage {PX), and admission to military thedters.
DD Form 1173 is issued to dependents 10 years of
age and older who require-military identification for
privilege control or other purposes, and to other
military and civilian personnel listed in paragraph
41, AR 606-5.

4. Procedure. Application will be made in 2
copies on a DD Form 1172 (Application for Uni-
formed Services Identification and Privilege Card).
The application will list all eligible members of the
family who are 10 years of age or older.

a. For dependents of officers and warrant officers
on active duty.

(1) Assist in preparation of the application
and type the application in final form.
The officer’s signature is sufficient to es-
tablish dependency of individuals listed
on the application. When the officer is not
certain of dependency status he may in-
quire directly to the PSD.

(2) Telephone the issuing office (usually Post
Signal Photo Lab or PM ID Section) to
determine the procedure for the applicant
to obtain photographs of dependents,

(3) Furnish applicant the original completed
application and information about obtain-
ing a photograph.

AGO 8383A

755-008 O-65—14 (1240A)

(4) The completed card will be furnished
direct to the applicant by the issuing
authority.

b. For enlisted personnel on active duty.

(1) Assist soldier in accomplishing the appli-
cation and type in final form {fig. 11-2-
12.1).

{2) Prepare routing slip and forward com-
pleted application to the PSD for
verification.

{3) The personnel officer will complete Section
IV of DD Form 1172 and return the appli-
cation to the unit.

(4) Follow a(2) and (3) above.

(5} Inform soldier that he must take the
necessary action to have his dependent’s
ID and Privilege Card renewed upon ex-
piration of the card or upon reenlistment.

(6) Where dependents are other than wife; or
unmarried legitimate children, step-
children, and adopted children (for whom
there are properly certified court adoption
papers) who are under 21 years of age,
the spplication must still be forwarded to
the PSD. However, upon receipt of such
an application, the PSD will require that
applicant appear in person at the PSD to
complete the necessary statements which
must accompany the application. The
PSD will schedule an appointment for the
soldier through the personnel staff NCO.

¢. When dependents do not reside with the spon-
sor, the verified application will be given to the
applicant for forwarding to his dependents for issu-
ance of DD Form 1173 at the nearest military
installation.
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AR 600-17

APPLICATION FOR UNIFORMED SERVICES IDENTIFICATION AND PRIVILEGE CARD Fom Agproved

Budgat Puresu No. 22-RI174

SECTION I - IDENTIFICATION OF PERSON UFON WHOM ELIGIBILITY FOR DO FORM }173 13 BASED

T LAST MAME - FIRSY NAME - MIDOLE INITIAL OF SFOMIOR 2. ACDRESS "mit il sponaor is deceagad} v
TELEPHONE HUMBER
funifmmad soeviens wr civilion rymmase, I applicable) co B 19th Inf
] HoME orricK

Underwood, Ralph T. Fort Miller, Utah ov s5u368| 5550

4. BTATUL @ acTive outy  [JreTiRgo [ oEcEAsED AD 5. ORADE - RATL - AANK 5. SAANCH OF RERVICE 7. LERVICE HUMBER
] oxcEaseD AETiRgED  [[] OTHERN (Smevitn) PFC m RA 19 m 831
5 DATE QF (expiralian of svrvics ar gonirsci) CR (death) (il appiicsble) 5. REALON FOR ARPLICATION (Chock applicable box-)

[JoxcinaL canoty  [T] EXPIRATION OF CARDIS)

(Ezpioin cirtupmaiances mamounding fes
3) Nwanber 1%2 [[] mePLACE LOAY CARDIS) 0AMAGED CANDIN CORRKGT AN EARGR, ETC. = " »or

prioyuighmg
FOR USE OF FOR USE OF
SECTION 1) - FERSONS FOR WHOM AUTHORIZATION 13 REQUESTED (Tncluds yomrwel! witem pplicable.) Vgg:_’:é’a;ﬂ 1SSUING OF FICER
108 LAST MAME - FIRST HAME - MIDOLE INITIAL » MELATIONIHIM ¢ COLOR EYES |o. COLON HAIR - PIIVIL T! f. CAMD NO. ISSUEQ
|Z(
Underwood, Mary J. Wife Blue Elond cz )
4- ADCRERS A, CATE GF HATH i MEMIHT ). WElaWT > MGIC) EXRECTIVE
3611|> Maple Street 1 Jul 61 [~oerrawes
"L 7 EXPIRATION DATE
Seattle, Washington 8 Jum 30 | 5" 4 115
30 Dec 62
@ LAST HAME - FIRRT MAME + MIDOLE INITSAL B RELATIONIMIM e. COLOR LYES (4 COLON HAIR FHIVI {. CARD NO. ISSUERD
Underwood, June M. Daughter Rlue Hlond 40(0') ?ES)
d- ADDRESI A OATE OF BimTH P HEIGHT ). WEIgHT x. MTCh EFFECTIVE
DatE
361l Maple Street 1 Jul 6L [~ omemre
" 3 TRATION OATE
Seattle, Weshington 1Jun k9 | 4* 2" (80 T EaPmaTon D
30 Dec 62
1la LAST NAME - FIRFT HAMK - MIDDLE INFRIAL b. RELATIONEHIN & COLOR EYES |& COLOM HAIR - PﬂWI'L!Gl AUTHGR- . cAamp NO. HIUED
1160
4- ADDRERS A, DATECF BIRTH i "HEMGHT i, WEIGHT & MCIC! EFFECTIVE
¢
m DATE I3SUED
. ELPIMATION DATE
138, LAST WAME - FIN3T NAME - MIDDLE INITIAL b RELATIONSHIN 4 COLOWN EYES |d. COLOR HAIN - Plle.Lt;t AUTHON- . CARD WO, 133URD
1Te0
8 ADDAELS b DATE QF BIRTH 4 HEWGHT j. WEMINT b WCICI €EFFECTIVE
OATE
|m. CATE ISSUEDR
1 EXPIRATION DATE
14a. LAST NAME - FIRIT NAME - WIDOLE INITHAL ¥ MELATIONSHLN €. COLOM EYES [d. COLGA waim fa VICEGE AUTHOA- || Camo wo. 1ssutD
& ADOALSS A. OATE OF BINTH i HEIGHT ). WEIGHT h. MCICI EFFECTIVE
Dare
m DATE IS3UED
1. ERMRATION DATE
T LAST MAME - FIRIT MAME - MIDDLE INITIAL b RELATsONEHIN ¢, COLOM EYES . COLDA WAIR - |,I.[G! AUTHOR. L CARD NG, I3SUED
# ADQALSS A DATEOF BIATH i. MEWGHT 1. WEIGHT b MCIiC EFFECTIVE
e
. DATE 1SSUED
T ERRATION BATE
". & ODATE ACKNOWLEOGELD b TIGHATURE OF RECIPENT

RECEIPT OF CARDNS)
3 ACKNOWLEDGED

SECTION 111 - STATEMENT OF UNIFORMED SERVICES OR CIVILIAN SPOMIOR; OTHERWISE THE APPLICANT

applic,

17. I STATE: { Check spproprisis bpx ac besse and compiete eniris

v ] Lewtal atmisme 1o the spovie ramet o0k piace a1 Chiggg, Illinois w__ 1 June 1948
BLACE oATE
&[] The lamful husband named in ia tact depandent upon we for over nae-hall of his suppart,

. f‘] 1 am the widow of the dectastd member of retided member numed o Serrion 1, 1hat [ sim st Aow meiried ang have fever tdmntried 3ce dulse of death of Levd member
or trlitéd member, Lawfy) maringe to said meémber o eflired mrmber took place ot

oa FLACE

- W™

fa P dra, 180 ©-C T - Theatay; KU - Exchange Unlimited, KL - Fxchangs Limited; MC(C) - Medical Care in Civifcan Facilitipn; MO(U5)- Medical
Caps in Uniformed Servrcens Facthitisn

D D 11 72 PREVIOUS EDITIONS OF THI3 FORM ARE DOTCLETE.
1 AR

Figure 11-2-12.1.
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28 May 1969 C 2, AR 600-17

d. [T} 1 am the widawer of the deceased member of retired member named in Section [, that 1 am not now married and have not remarsied since
date of denth of said member or retired member and that at the time of said member's or retired member’s denth | was dependent upon such
member or retired membet for aver one-half of my support because of a mental or physical incapacity. Lawiul marriage to said member or

retired membec took plece at . on
PLACE DATE

¢. ] All children nemed are my |egitimete, legally udnpted or step children; that al] childsen are unmarried; that sl children named who are over 21
years of age wre {1) incapable of self of a mental or physicsl incapacity that existed priot to their reaching the age of 21 and
are in fact dependent upon me for over one-half of their support or (2) have not passed their twenty-third birthday and are enrofled in o full-
time course of study in an educational institution above high achool level which aormelly maintaing a reguler faculty and curriculum and nor-
mally has a regulerly organized body of students in attendance at the place where the aducational activities are caried on and are In fact
dependent upon me for over one-half of their support.

- 3 All children named are the legitimate, legally adopted or step-children of the d d ber ot retired ber named in Section 1, thet all
children named are unmarried; that all children named-who are over 21 yuri of age are {1) incapable of seli-support because of a mental or
physical incapacity that existed priot to'their reaching the age of 21 and were in fact dependent upon the deceased member ot tetired member
at the time of the member’s or retired member’s death for over one-half of their support or (2) have not passed their twenty-third bitthday and
are enrolled in a full-time course of atudy in an educationel institution above high school leve]l which normally maintaing & reguiar faculty and
curriculum and place where the educational activities ate cartied on gnd were in fact dependent upon the d d ber or tetired b
&t the time of member’s ot ceticed member’s death, for over one-half of their support.

NOTE - Section [! - In those special circumatances which permit children over 21 entitlemtent to medical care, indicate after date of birth
'{INC} for incompetency, or (SCH) for attendance af approved school. Enfer under Remarks the name of the institution of higher leaming.

& (] 1 am the parent or pareat-in-law of the deceased member or retived member named in Section | and et the time of said membet's or retired
member's death, I, and ell cther parents or parents-in-law named herein resided in the houaehold of said member ot tetired member, and were
in fact dependent upon said member ot tetired member for aver one-half of cur aupwrt.2

n. [ 1 am the legal guardien of the dependent or d ts of the d d ber or retired member named in Section 1, and further centify that
the named dependents meet the criterin for eligibility prescribed by Public' Law 569, 84th Cong , as indicated by blocks checked above.

4

#. T} All parentz or parents.in-law named are in fact dependeat upon me for over one-half of their support and actuslly mkle' in my household.2

j-[) 1 am entitled to tetired, retirement, or retainer pay or equivalent pay as a result of service in a uaiformed service, other than by retirement
under title III of the Army and Air Force Vitalization and Retirement Equalization Act of 1948,

k.31 am entitled to retired o tetitement pay undes Title 10, U.5.C. Section 1331 - 1337 (larmerly Title Hf of the Army and Air Force Vitahization
and Retirement Equalization Act of 1948) and | have completed eight or more years of active duty as defined in sxb-saction 101(E) of the
Armed Forces Reserve Act of 1952, 66 Stat. 481, 50 U.5.C, 901, periods of active duty were ox follows:

!

2For tha purposns of madical care, the requirsmient of actually residing in the household shnll b fulfilled whon the paront or parertt-in-low actustly
roaidns, or was maiding at tive ticee of dasth of o mamber of retired mecber, it a dwelling placs providad or sawntsined by said Sar o retvrod

T8, REMARKS

Commissary Agent: Mrs. Mary J. Underwood

", . CONDITIONS APPLICABLE TO RECIFIENTS OF CARDS

Recipienats of the Unif I Services [dentification and Privilege Cand(n) anthorized on the basis of this spplication will be responsiblo for m -
of the privileges ead faciliti=s authorized. ecipients will surrender cards immedistely wpoa call to do 5o or when soproprinte under licabl .

end will notify the agencies designated to grant anthorizations for privilages and facilities in event of any change in nhh: affecting allgl'hllity wﬂ.
Medical care furnished in unifetmed services-facilities is subject to the availability of space, facilitizs, and the cawmbilities of the medical staff to provide
such cere. Determinations made by the medical officer or contract sureeon, or his designee, as to avaitability of space, facilities, and the capabilitien of
the medical staff shall b= conclusive. ‘leimbutsemant shull se required for any wnauthotized medical cue furnithed = Government expense, Penalty for -
presenting false claims or making false statements in cannection with clanru., tine of not moce than 510,000 or imprisonment for not more than five, yn-i or
both, Act 25 June 1948, 18 LLS.C. 287, (001,

0. DATE OF APPLICATION 21. SIGNATURE OF ARBLICANT

1 December 68 'J’.
SECTION IV - YERIFICATION BY PERSONMEL OFFICER OR OTHER RESPONSIBLE OFFICIAL OF SPONSOR'S SERYICE

THE STATUS OF THE PERSONS NAMED (N SECTION Il HAS BEEN VERIFIED. ISSUE OF OD FORM 1173 BY ANY U,5, MILITARY ACTIVITY IS AUTHORIZED, BENE- '
FITS & PRIVILEGES TO WHICH ENTITLED, SFFECTIVE & EXPIRATION DATES OF ELIGIBILITY FOR EACH NAMED PERSON ARE VERIFIED 153UING AGENCY RE-]
QUESTES TO (A1 ISSUE DO FORM 1173 UPDN PRESENTATION OF THIS APPLICATION 18] ENTER (N THE APPROPRIATE COLUMN OF SEC || THE CARO NUMBER
ISSUED WITH THE DATE ISSUED (C} COMPLETE SECTION V OF THIS APPLICATION FORM ANDG RETURN IT TO THE QRGANIZATION DESIGNATEB N ITEM 22,

22, QNGANEZATION ANDMAILING ADQAESS OF VERIF YING OFFICZN 23, TYPED HAME, GRADE AND TITLE I4. HIGMATURE

SECTION ¥ . AUTHENTICATION BY ISSUING AGENCY
15. ORGANIZATION OF ISSUING OFFICER 2. TYPED HAME, GRADE ANO TITLE TV, HONATUME

U S SOVERRMINT FRINTING GPYALL : 1701 O—S0U1N%

w Figure 11-2-12.1—Continued.
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C 2, AR 600-17

28 May 1969

Procedure 11-2-13
AWOL AND DESERTION

% l. References.
a. AR 385-60.
b. AR 630-10.
c. AR 7T00-8400-1.
d. DOD 4160.21-M.
e. AR 755-21,

2. Forms.

¢, DA Form 188 (Extract Copy of Morning
Report).

b. DA Form 268 (Report for Suspension of
Faverable Personnel Action).
w¢. Rescinded.

d. DA Form 27656-1 (Request for Issue or
Turn-In),
ve. DA Form 3326 (Individual/Organizational
Clothing and Equipment Record (Female)).
Y f. DA Form 3327 (Individual/Organizational
Clothing and Eguipment Record (Male)}).

3. General. a. Throughout this procedure the
term ‘‘deserter” is used solely to administra-
tively define an individual who has been
dropped from rolls of his organization.

%b. The company has many specific duties
whenever an AWOL or desertion occurs. After
the initial morning report entry of an AWOL
is made, there are three major suspense dates
to consider in planning for administrative pro-
cessing of AWOL's or deserters—

(1) On the 11th day, the AWOL’s nearest
relative must be notified.

{(2) On the 30th day, the AWOL is dropped
from the rolls of the unit as a deserter. See
paragraph 29d, AR 630-10 for exceptions to
this date.

v (3) The MPRJ of deserters are forwarded
to TAG: AGPO-SA 90 days after a soldier is
dropped from the rolls as a deserter.

¢. Prior planning will obviate a heavy work-
load at the last minute or a delay in forward-
ing records and reports. Especially vital is to
make sure that necessary individual descrip-

11-124

tive data required for completion of DD Form
553 will be on hand if required at the end of
the 30 days absence.

d. The division Replacement Detachment
will comply with paragraph 15, AR 630-10 to
determine the status of intransit personnel who
fail to report to the division and, if necessary,
follow the procedures below.

4, Procedure. ¢. Upon determination of an
AWQOL—

{1) Make proper morning report entry
(AR 335-60).

(2) Prepare flagging action (Procedure
11-2-11).

b. The commander will make an inquiry into
probable causes or motives for the absence,
making a written report of his findings.

“¢. On the 11th day of AWOL a letter to
the absentee’s nearest relative is prepared and
dispatched (para 5d, AR 630-10).
4 d. On the 30th day of AWOL—

(1) Make a morning report eniry drop-
ping the individual from the rolls of the organ-
ization as a deserter. See paragraph 29d, AR
630--10 for exceptions.

(2) Prepare DA Form 188 (Extract Copy
of Morning Report) in 4 copies.

(3) The supply officer will inventory and
dispose of the absentee’s property in accord-
ance with AR T700-8400-1. If no property is
found, a written negative report will be made.

(4) Money left by the absentee will be de-
posited with the finance officer and receipt ob-
tained.

{5) The battalion S2 will be requested to
take action to revoke any security clearance.

¢. The following reports and forms will be
forwarded to the PSD as soon as possible, but
not later than 30 days after the absentee is
dropped from the rolls as a deserter.

(1) Copy of the letter to the nearest rela-
tive,

AGO 20116A
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28 May 1969

(2) The commander’s inquiry report.

(3) Charge sheets in 3 copies (if applica-
ble).

{4) Finance officer’s receipt for money de-
posited (if applicable).

% (5) Inventory of personal property.

“ (6) DA Form 2765-1 (Request for Issue
or Turn-In),

% (7) DA Form 3326 (Individual/Organiza-
tional Clothing and Equipment Record (Fe-
male) ).

% (8) DA Form 3327 (Individual/Qrganiza-
tional Clothing and Equipment Record( Male)).

(9) DA Form 188 (Extract Copy of
Morning Report) in 4 copies.

f. Immediately upon return of an AWOL or

deserter to duty—

AGO 20116A

C2, AR 600-17

{1} Refer him to the servicing medical fa-
cility for a medical examination in accordance
with paragraph 50, AR 630-10.

{2) Make appropriate morning report
entry (AR 335-60).

(3) Make interim flagging action report
{Procedure 11-2-11),

(4) Take any other action requested by
the commander or PSD.

%g. If an individual! attached to the com-
pany goes AWOL, accomplish the actions as
prescribed by paragraph 21, AR 630-10.

sh. ACDUTRA personnel will be processed in

accordance with Sections XIV and XV, AR
630-10.

11-125


SimS
Pencil

SimS
Pencil

SimS
Pencil


C2, AR 600-17

28 May 1969

_ Procedure 11-2-14
BARS TO ENLISTMENT OR REENLISTMENT

% 1. References.
a. AR 601-280,
b. AR 640-98.

%2. Forms. DA Form 20.

% 3. General. AR 601-280 provides procedures
to bar enlisted personnel from enlisting or
reenlisting in the Regular Army. This bar is in-
tended primarily for those individuals the com-
mander determines to be untrainable or unsuit-
able for military service and whose conduct and
efficiency warrant a discharge, but whose ac-
tions do not warrant elimination for unfitness
or unsuitability (AR 635-222). Bars are ap-
proved by the appropriate commander (refer to
para 1-3l¢, AR 601-280) and upon approval
are filed in the individuals personnel files, An
appropriate remark is entered in the Enlisted
Qualification Record (DA Form 20) and on
separation papers.

v4. Procedure. a. On determining that an in-

11-126

dividual should be barred from further service,
the commander prepares a letter in certificate
form (para 1-31, AR 601-280) giving the rea-
gons for the request, the time the individual
has gerved in the unit, the commander’s efforts
to rehabilitate the individual; a summary of
the individual’s offenses, and the individual’s
conduct and efficiency ratings.

b. The request will be shown to the individ-
ual and he will be given an opportunity to
make a statement (fig. 11-2-14.2) in accord-
ance with AR 640-98.

¢. The request will be forwarded to the next
higher headquarters in duplicate.

d. The commander of the unit to which an
individual is assigned or attached may request
removal of a bar to enlistment or reenlistment
if he determines the individual is in fact quali-
fied for further service. The request will be
forwarded in the same manner as a request to
bar,

AGO 20110A
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28 May 1969 C2, AR 600-17

COMPANY B, 1ST BATTALION
19TH INFANTRY
FORT MILLER, UTAH
9 April 1969

SUBJECT: Certificate of Unsuitebility for Enlistment/Reenlistment

I have read and understand the allegations made by my commander
thig date, and -
{ elect not to meke a statement.

( ) submit the following statement in my behalf.

PVT, RA 42899354

* Figure 11-2-14.1

[Next page is 131]
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AR 600-17

Section IV. MILITARY PAY
Procedure 11-3-1
ALLOTMENTS OF PAY

1. Reference. Chapter 11, AR 37-104.

2. Forms. DA Form 1341 (Allotment Authoriza-
tion).

3. General. The effective starting, stopping, and
change dates for allotments generally will depend
on the payroll cyele for the unit concerned. Tsually
allotments will be started in the following month
and discontinued in the same month. The day of
the month beyond which an allotment cannot be
discontinued in the same month will be published
by the PSD.

4. Procedure. a. To start and stop Class E, B,
B1 allotments—

(1) Complete the DA Form 1341 with the
exception of block 20 (fig. 11-3-1.1).

Note. Several samples are shown.

{2) Have the soldier complete blocks 17, 18,
and 19 of DA Form 1341 in his own hand-
writing.

(3) Submit the DA Form 1341 to the person-
nel staff NCO for review and submission.

{4) Inform soldier he will receive a copy of the
completed DA Form 1341 from the PSD.

AGO 83834

b. Change of address for allotments.

(1) Class B and B!. Soldier may change
mailing address for a Class B or Bl allot-
ment by direct correspondence with the
FCUBA (fig, 11-3-1.2),

(2) Class E. Follow procedure in a above ag
for new allotment (fig. 11-3-1.1).

(3) Class Q. The mailing address of a Class Q
allotment normally will be changed only
over the signature of the allottee. The
soldier’'s wife should write direct to the
FCUSA furnishing information as indi-
cated in figure 11-3-1.3.

¢. Other allotment actions.

(1) Determine what allotment action soldier
wants to accomplish.

(2) Telephone battalion personnel staff NCO,
explain allotment action required by the
soldier, and request an appointment with
the PSD for an allotment action.

(3) Have soldier report to the appropriate
person at the PSD in accordance with unit
policy.

11-131
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1 December 1961

Coamanding Qeperal
Finance Center, U, 8. Army

Dear Sir:

It 18 requested that my quarterly $18.75 Savings Bord (Class
Bl aliotment) be mailed to my new address:

mms: %C,&‘dm;mm’cpm,mm
NEW AIDRESS: Co B, lst Bn, 19th Inf, Ft Miller, Utah
Sincerely,

G T o

BA 19 350 8L
Pfe, Co B, 1lst Bn, 19th Inf

Figure 11-3-1.2,
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1969 C2, AR 600-17
hpril 1, 1969

Commanding General

Finance Center, U. S. Army

ATTN: Allotment and Deposits Operations
Indianapolis, Indiana L6249

Dear Sir:

T am the wife of PFC Ralph T. Underwood, RA 19300831, Co B, 1lst Bn,
19th Inf, Fort Miller, Utah 00000,

T am currently receiving my Class Q allotment check addressed to
123l South Ave., Salt Lake City, Utah 00000.

On April 15, 1969 I am moving to 976 North Ave., Wildwoods,
Washington 00000, and it is requested that my allotment check
be mailed to that address.

Sincerely,

(Mrs) Edith T. Underwood

Change of address - Class Q allotment
wFigure 11-8-1 2
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28 May 1969

Procedure 11-3-2
PARTIAL PAYMENT—ADVANCE PAYMENT

1. References.
a. AR 37-125.
b. AR 37-106.

2. Form. DA Form 2142 (Request for Pay Ac-
tion).

%3. General. ¢. A soldier may request partial
payment when an emergency arises which jus-
tifies drawing a portion of his pay due; or
prior to complying with TDY or PCS orders.
See AR 37125,

b. Advance payment may be requested inci-
dent to PCS to help relieve the immediate
extra expenses of the move, A normal advance

iz 1 month’s basic pay. For cogent reasons, up

to 3 months’ basic pay may be advanced. The
advance will be repaid by scheduled deductions

usually over a 6-month period, but may bhe lig-

uvidated in a lesser period, Advance payments
normally are not approved for enlisted person-
nel without dependents unless evidence of ex-
tenuating circumstances is provided to the in-
dividual’s commanding officer. See AR 37-125.
¢. Advance payment of travel! allowance on
PCS may be requested in lieu of an advance of
pay. Under conditions of extreme emergency
where unusual hardship will result, an excep-
tion to this rule is authorized and both an ad-
vance of pay and an advance travel payment
may be made (see chap. 6§, AR 87-106). This
type of advance may not be requested until 10
days prior to the date travel will commence.

Y4. Procedure. a. Portial payment. The first
gergeant or one of the unit officers will inter-
view the soldier requesting a partial payment
to determine if such a payment is appropriate
under the circumstances. The actual request
for partial payment is submitted on DA Form
2142, If the amount desired and approved is all
that the soldier has due on the date of the re-
quest, enter “maximum” instead of the dollar
amount in Section C, DA Form 2142, Also see
d below.

wb. Advance payment. Prior to submission

11-138

of a request for this payment, soldier must be
interviewed by the unit commander. Upon com-
pletion of the informal interview, prepare the
request and have the soldier sign it. Submit the
request to the unit commander for his action.
Also see d below.

*c. Advance travel payment for PCS. When
an advance of travel pay is required, as author-
ized in AR 87-106, complete the request and
attach 2 copies of PCS orders. Have soldier
sign the request and submit to the unit com-
mander for approval. Also see d below.

d. Advance payments for TDY not in connec-
tion with PCS. An individual under orders di-
recting temporary duty travel, not in connec-
tion with a PCS, who desires an advance of
travel allowances may choose to receive either
an advance or per diem, an advance of mone-
tary allowance in lieu of transportation, or an
advance of the actual or anticipated commer-
cial cost of transportation plus per diem,

% (1) Prepare DA Form 2142 identifying
the type of advance desired and inclosing 1
copy of TDY orders,

(2) Submit for unit commander’s ap-
proval.

% (3) Rescinded.

*(4) Give soldier approved request (DA
Form 2142) to hand-carry to the appropriate
finance and accounting officer for payment.

Yee. Prepare all requests in original and two
copies. Send orignal and 1 copy to the FO and

file 1 copy in the unit files as required by AR
345-215, )

f: No formal approval of the commanding
officer is required for officers requesting partial
payment, advance pay, or advance travel pay
on PCS,

{1) Complete the request in original and
2 copies.

w(2) Forward the signed original and 1
copy to the FQ without indorsement in the
“Action by Unit Commander” Section.

(3) File 1 copy in the unit files.

AGO 20116A


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


28 'May.-1969

C2, AR 600-17

Procedure 11-3-3
SEPARATE RATIONS

1. References.
a, AR 37-125.
b. AR 210-10.

%2. Form. DA Form 2496 (Disposition Form).

3. General. Enlisted personnel may be granted
permission to mess separately from their as-
signed organizations according to policies pub-
lished by the major commander, The approv-
ing authority for such requests may be dele-
gated to unit commanders by installation com-
manders. Normally soldiers actually residing
with-their dependents on or in the vicinity of
the installation, and soldiers "in pay grades
E-7, E-8, and E-9, are authorized separate ra-

tions upon their request, The effective date of.

separate rations is normally the date of assign-
ment to Government quarters or the date the
authorized off post residence was established.
Applications must be submitted immediately
upon: entitlement and processed without delay.
The unit will maintain a record which will
identify those soldiers authorized to mess sepa-
rately, effective date, and quarters address.

Soldiers on separate rations will not be issued -

DD Form 714 (Meal Card) and must pay in
cash for rations furnished by the Government.

4. Procedure. a. Request for permission to mess
separately.
{1) Determine eligibility under local _pol-

AGO 20116A

icy. Any question relating to eligibility may be
resolved by phoning the battalion personnel
staff NCO.

(2) Prepare request in original and 1
copy for signature of the soldier (fig. 11-3-3.1).

(3) Remove 1 copy of the approved re-
quest for file and forward the original to the
approving authority with a request for orders.

% (4) Post individual’'s name to the Sepa-

rate Rations Roster.

(6) Withdraw DD Form 714 ( Meal Card)
in accordance with unit procedures

b Termination of permwswn to ration sepa-
mtely

(1) Permission to ration separately may

- be terminated at any time by the approving au-

thority.,

(2) When the soldier no longer resides
with his dependents, or dependency ceases to
exist, the approving authority must be notified
and permission to mess separately withdrawn
(fig. 11-3-3.2).

% (3) When separate rations are termi-
nated—
(¢) Remove name from separate ra-
tions roster,
(b) Correct quarters address to show

’current billets assigned.

(4) Issue DD Form 714 (Meal Card) in
accordance with unit procedures,

11-139
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C 2;‘- AR 600-17 28 May

1969

DISPOSITION FORM

(AR 340-13)

REFERENCE OR ©FFICE SYMBOL SUBJECT

Underwood, Ralph T. # Request to Mess Separately
RA 19300831

FROM DATE T
€O, Co B, lst Bn, 19th Inf SGT Ralph T. Underwood 1 Dec 1968 "

Fort Miller, Utah RA 19300831, Co B,
lst Bn, 19th Inf
Ft Miller, Utah

1. UP AR 210-10 request that I be granted permission to ratlon separately from my
organization effective 1 Dec 68, The following statements are made in connection
with this request:

a. My wife, Brenda G. Underwood, resides at 231 Northern St., Hillwood, Utah
00000,

b. Suitable guarters are available for me at this address. T understand that
if T am granted permission to reside off post and to raticn separately from my
organization that this permission may be withdrawn at any time.

2, I will report my intention to cease residence at the above address or any
change in dependency status of the named dependent. T understand that approval
of this request will require cash payment of any meals furnished by the government.

RALPH T. UNDERWOOD
RA 19300831
SOT, Co B, lst Bn, 19th Inf

TC: CG, 95th Inf Div FROM: GCO. Co B. 1lst Bn, 19th Inf 1 Dec 1968 CMT 2
ATTN: AG-F3D

1. Approved

2. Action will be initiated by this company to terminate separate rations if it is
found that dependents are not residing as stated.

3, Request appropriate orders be published.
jlféiwv:uauv;’ f7J>"‘}
THOMAS W, LINGEN “

CPT, Iuf
Commanding

#NOTE--This form is sultable for reproduction as a form letter.

DA FORM 2496 REPLACES DD FORM 96, EXISTING SUPPLIES OF WHICH WILL BE
1

11-140

FES 82 ISSUED AKD USED UNTIL 1 FEB 63 UNL ESS SOONER EXHAUSTED, * U.5 SOVINANDAT PRINTING OPFICE ; 1541 0~702-311

* Figure 11—3-3.1
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C2, AR 600-17

DISPOSITION FORM

{AR 340-15)
REFERENCE OR OFFICE SYMBOL SuBJECT
Underwood, Ralph T,
RA 19 300 831 . Termination of Separate Rations
™ ¢G, 99th Inf Div PROM O, Co B, lst Bn, DATE CHT 1
Ft Miller, Utah 19¢h Inf 16 December 1968
ATTN: AG-PSD Ft Miller, Utah

1. Permission of SGT Ralph T. Underwood, RA 19 300 831, to mess separately should
be withdrawn effective 15 December 1968.

2. Dependents have moved from this vicinity.

L]
W,
THOMAS W. LINGEN
CPT, Inf
Comrmanding

FORM REPLACES DU FORM 36, EXISTING SUPPLIES OF WHICHK WILL DE
DA .1 2496

AGO 20118A

FEB 82

*Figure 11-3-3.2

ISSUED AND USED UNTIL | FEB €3 UNLESS SOONER EXHAUSTED, * L SOVIRANENT FRINTING OFFICE ; |84 0=207-911
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C 2, AR 600-17

28 May 1969

Procedure 11-3-5
INDEBTEDNESS TO THE GOVERNMENT

1. References, AR 37-125, AR 37-106-1.
*2. Form_. DA Form 2496 (Disposition Form).

3. General. ¢. The most common types of in-
debtedness to the Government are—

{1) Erroneous payments. These consist of
overpayments of basic pay, allowances, reen-
listment bonus, unused leave, nondeduction of
allotments, etc.

(2) Administratively determined mdebt-
edness. This consists of liability for lost or
damaged property as determined by State-
ments of Charges, Reports of Survey, ete.

(8) Courts-martial forfeitures.

(4) Delinquent income fax levies.
wb. Normally, basic allowances for subaist-
ence and quarters will not be used to satisfy in-
debtedness except when separation is imminent
and the debt would not be satisfied before sepa-
ration. SBeparation travel allowances and sav-
ings deposits normally cannot be applied to a
debt without the consent of the individual.
However, all types of pay may be applied
against a delinquent income tax levy,

4. Procedure. a. The following rules are used in
determining the amount of an individual’s pay
to he applied against a debt.

(1) Erroneous payments. The finance

officer collects two-thirds of the individual's
pay. This is computed after deducting court-
martial forfeitures, FICA tax, income tax, and
the individual’s contribution to Class Q allot-
ment,
% (2) Administratively determined indebt-
edness. Individual must receive one-third of his
pay. Voluntary allotments (E, D, N, B, and
B-1) and savings deposit deductions are con-
sidered as part of the one-third. If the amount
due is less than $10, the ﬁnance officer may pay
him $10,

(3) Court-martial forfeitures. These may -

not exceed two-thirds of the individual’s pay in

11-142

one month. If two or more forfeitures run con-
currently only up to two-thirds may be: col-
lected.

(4) Delmquent income tax levies. These
levies are deducted from the take-home pay of
the individual. If the take-home pay is less
than the levy, all pay is deducted. Levies are
effective for only one month, the unpaid
amount is cancelled and a new levy is required
to collect the remaining tax.

b. In determining the amount of an individ-
ual’'s pay subject to deduction, basie, special,
incentive, and proficiency pays are considered.
Allowances such as, quarters, sybsistence, and
clothing, are not mcluded

¢. The PSD or the servicing finance oﬂ‘lcer
will notify the individual of his indebtedness
through his commander. If deductions for in-
debtedness in a (1) and (2) above would result
in a hardship to him or to his dependents, the
individual may request reduced collections or
remission of the debt. If he feels the debt is un-
just he may submit information in rebuttal.
Rebuttals or requests for installment collection
must be made within 10 days of receipt of the
notification. Instaliment payment of delinquent
income taxes can be approved only by the In-
ternal Revenue Service,

(1) Erroneous payments. Repayment by
reduced monthly installments may be approved
if a lump sum two-third deduction would result
in a hardship to the individual or his depen-
dents. The number and amount of the install-
ments should be fair both to the individual and
to the Government, and must insure full collec-
tion prior to normal ETS. The company com-
mander may approve requests for installment
repayment of indebtedness under $100. Those
over $100 must go through channels to the bri-

-gade or equivalent commanders,

(2) Administratively detewmlned mdebt~
edness. Request for installment collections.

AGO 20118A
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must go to the next higher headquarters for
approval. If applicable, all voluntary allot-
ments, except for insurance, should be reduced
or discontinued.

% (3) Delinquent income tax Eemes Re-
quests for instaliment payment of delinquent
income taxes must be made by the individual
direct to the Internal Revenue Service. Written
approval must be presented to the PSD or the
servicing finance officer.

{4) Requests made under (1) and (2)
above should be made on DA Form 2496, set-
ting forth the individual'sfinancial position
and the maximum paymert he can afford. The
commanding officer will then approve or for-
ward the. request together with such add1t10na1
information ag he desires,

yr (5) Written. protest. If an 1nd1v1dual be-
lieves the indebtedness is incorrect, he may
make a protest in writing, through channels, to
the Commanding General, Finance Center, U.S.

AGO 20118A

C2, AR 600-17

Army, giving all available information, Collec-
tion of the debt may be suspended until final
action is taken on the request, However, if the
individual’'s ETS is near, collection will be
made and the individual will be advised to sub-
mit a claim to Settlement Operations, Finance
Center, U.S. Army.

d. Court-martial forfeitures are paid as di-
rected by the court-martial and may not be col-
lected in reduced amounts,

e. Except for court-martial forfeitures, in-

debtedness to the Government is not cancelled
by separation from the service, Deductions
may be made from retired pay, reserve train-
ing pay, or may be collected if the individual
reenters active service,
%f. Request for remission or cancellation
of indebtedness may be made by the individual
or his commander. The request is forwarded to
The Adjutant General for approval.
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C2, AR 600-17

28 May 1969

Section V., RECORDS
Procedure 11-4-1
ENLISTED CONDUCT AND EFFICIENCY RATINGS

%1. References,
a. AR 600-200,
b. AR 635-200,
c. AR 672-5-1,

2. Form. DA Form 137. (Installation Clearance
Record).

% 3. General. Conduct and efficiency ratings pro-
vide information to be used in connection with
other data as a guide in {aking certain person-
nel actions such as assignment, promotion,
award of the Good Conduct Medal, and in de-
termining the type of discharge to be rendered.
Each rating covers a specific period and should
not be influenced by prior reports covering
other periods. The occasions requiring ratings
are outlined in AR 600200,

% 4. Procedure. a. Preparatory to reassignment
of an individual; or upon attachment to an-
other organization for 30 days or more when
the Personnel Records Jacket (DA Form 201)
accompanies the individual, the Installation
Clearance Record will be modified to include
“CONDUCT — EFFICIENCY
— " (fig. 11-4-1.1). The unit com-
mander will enter the conduct rating and the
first immediate officer or warrant officer super-
ior will enter the efficiency rating.

%b. In cases where a large number of con-
duet ratings are required to be made by the
unit commander upon his reassignment from
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the unit, the unit clerk may modify a company
roster by heading a column “CONDUCT.” The
commander can then enter his conduct rating
opposite and in line with the name of the indi-
vidual being rated. This roster should then be
sent to the PSD records team leader so that en-
tries may be made in the enlisted qualification
record. The unit clerk will insure that both the
conduct and efficiency ratings are obtained
from the unit commander for personnel over
whom the commander is also the supervisor.
The first sergeant and unit clerk are examples
of personnel for whom the commander would
be the rater for both conduct and efficiency.

¢. A conduct rating less than “Good,” or an
efficiency rating less than “¥Fair,” will disqual-
ify a soldier for an honorable discharge. If a
disqualifying rating has been given and there
is no record of disciplinary action against the
soldier, an explanation must accompany the
rating.

d. An "“Unknown” rating may be given only
when the rated period is less than 30 days, and
for periods of confinement or hospitalization.

¢. Enlisted personnel are not permitted to
rate other enlisted personnel.

f. Whenever supervisory changes occur as
the resuilt of a change of duty MOS or supervi-
sor, the Personnel Information Roster may be
used to indicate ratings. Place the efficiency
rating in the “REMARKS" column.
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C2, AR 600-17

INSTALLATION CLEARANCE RECORD

(AR 210-10)

INSTALLATION

Fort Miller,

Utah

Prepare in duplicate foriginal to be retained in tranater activity file; duplicata to Individusl)

LAST NAME : FIRST NAME - MIDDOLE INITIAL

UNDERWCOD, RALPH T.

SERVICE NUMBER

R4 19 300 831

GRADE

PrC

ORGANIZATION

Co B, 1st Bn, 19th Inf

To CEPART (Time and date}

1200 hrs, 5 Dec 1968

AUTHORITY FOR DEPARTURE

Para 10, 50 299, HQ, 9$9th Inf Div
dtd 1 Dec 1948 Ft Miller, Utah

NEW DUTY STATION

APO NY 09111

1st How Bn, 2d Arty, 8th Inf Div

CHECKLIST

{harmally, olficers, warrant officers, and onlisisd personnel In grades E-?, E-8 and E-9 are not reguired to secure inftlala of clearing {acility,
their aignature being official Indication that all obligations are sattled. Other snlisted parsannel will normally have faciiity concemed initlal
applicable [tems. Appropriate administrative office will check {tams not applicable.}

FACILITY INITIAL + FACILITY INITIAL FACILITY INITIAL
FIELD MILITARY 20} FILE
§. ARMY EDUCA NTER .
UCATION CE V2 ND ALLIED RECORDS 23. PROVOST MARSHALL (Car taga)
A G OFF
2. CHAPLAIN 13. F&ngfﬂalcz,foﬁfa‘;’?;}ﬂ'}) 24. QUARTERMASTER LAUNDRY
3. CLASSIFIED O NTS 14. FINANCIAL DATA RECORDS . ARTERS A NMENT
QeUmME FOLODER {Personnel Qlficer} 26 QU RS ASSIGNME
4. COMMERCIAL LAUNDRY 1B. LIBRARY 26. SIGNAL OFFICER
1 L, MEDICAL TREATMENT SPECIAL ORDERS FOR
E. COURTS ANDG BOARDS Ve R Ty 2T CHANGE GF STATION
8. DENTAL CLINIC, DD FORM T22-1 17. ORDNANCE GFFIGCER 28. SPECIAL BERVICES OFFICER
. DEFEND . PERSONAL AFFAIRS QFFICER , UNIT AND REGIMENTAL
7 ENTS SCHOOL OFFICER 18 (A E.Ro> 29 NG LY
PERSONNEL REGISTER
8. DRY CLEANERS 19, (sign Out) a0.
%. EFFICIENCY T 5. POSTAL OFFICER i
CY REPORTS 2 (Notice of Change of Addreas) an
10. ENGINEER PROFPERTY OFFICER 21. FOST MOTOR POOL az.
11. ENLISTED OR OFFICER MESS 22, POSY QUARTERMASTER 3a.

! HAVE TURNED |IN OR PROPERLY TRANSFERRED ALL CLASSIFIED DOCUMENTS EXCEPT THOSE WHICH PERTAIN TO MY OFF{CIAL
DUTIES AND FOR WHICH |, AS AN INDIVIDUAL,HAVE BEEN DESIGNATED THE AUTHORIZED CUSTODIAN; | KAVE DISCHARGED ALL

FERSONAL DEBTS ADMITTEDLY DUE AND PAYABLE AT THIS TIME IN THIS AREA OR HAVE MADE SATISFACTORY ARRANGEMENTS
WITH THE PERSONS OR ORGANIZATIONS CONCERNED FOR THE PAYMENT OF SAME; AND | HAVE FURTHER NOTIFIED CF MY NEXT
STATION OR POST OF FICE ADDRESS, ALL OTHER PERSONS WHO ARE KNOWN TO BE PRESENTLY ASSERTING CLAIMS OR DEMANDS
AGAINST ME OR WHO HOLD INSTRUMENTS OF INDEBTEDNESS MADE OR INDORSED BY ME,
DOES NOT RELIEVE ME OF ANY PECUNIARY CHARGE FOR GOVERNMENT PROPERTY WHICH HAS BEEN OR MAY BE RAISED ON A
REPORT OF SURVEY OR REPORT QOF BOARD OF OFFICERS IN LIEU OF REPORT GOF SURVEY.

) UNDERSTAND THAT THIS CLEARANCE

REMARKS

CONDUCT gg

EFFICTENCY

Ede

DATE SIGNATURE

5 Dec -68

ADEQUATE QUARTERS WERE FURNISHED

BIGNATURE OF COMMANDING OFFICER OR DESIGNATED REPRESENTATIVE

] YES Cnoe
DATES TYPED NAME, GRADE. ARM AND TITLE _v
FROM TS
1 Jan 65 5 Dec 68 THOMAS W, LINGEN, CPT, Inf., Commanding

! For pending reports of aurvey ot diaciplinary matters rot referred to Compary Commandera, only.

FORM
1 MAR &8

DA 137

wFigure 11-4-1.1

AGO 201164

PLACES EDITION OF MAY 60, EXISTING SUPPLIES OF WHICH WILL BE
BE ISSUED AND USED UNTIL 1 MAR 88 UNLELS SOONER EXHAUSTED.
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Procedure 11-4-2
IDENTIFICATION TAGS

et
.

References.

AR 606-5.

AR 700-8400-1.

. Form. DA Form 1049 (Personnel Action).
General. One set of identification tags must
be in the possession of each mernber of the Army for
wear as prescribed by AR 606-5,

4. Procedure. a. The unit supply sergeant will
prepare requests for the embossing of ID tags using
information furnished by the soldier concerned
(fig. 11-4-2.1).

(1) Prepare request in original and 1 copy.
(2) Attach blank tags (in envelope) as in-
closures, if required.

o =R

AGO 83834

b. Identification tags may be issued at the unit
supply room, at the place of embossing, or may be
purchased by the individual at the nearest QM
clothing sales store according to local policy.

¢. Completed request may be signed by a unit
officer, the first sergeant or the supply sergeant.
{1) Remove 1 copy for file.
(2) Forward original with inclosure to the
Personnel Records Branch of the PSD.

d. Upon receipt of embossed identification tags,
have each tag checked by the soldier for errors. If
an error is found, request new tags using the above
procedure.
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PERSONNEL ACTION BATE
(AR 340-15) 1 Dec 61
FILE REFERENCE UBJECT

Epbossing of Idemtification Tags

75:

CG, 99th Inf Div
Ft Miller, Utah
ATTH: AQG-PED

TROM:
¢0, Co B, 1st Bn, 19th Inf

FROCESSING ACTIONS

named EM:
BAME

Willieme, James B.

Campbell, Don J.
[Preston, Jolm G.

1 Inel
Elank Ident Tags (6)

Request the attached hlank identificetion tags be embossed for the following

| EIOOD TYPE  RELIGIOUS PREFERENCE
RO 9 783 626 1] Methodi st
RA 12 236 259 A Roman Catholic
US 51 232 681 AB Baptist
Capt, Inf
Commanding

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

D

11-162

w1049

REPLACES EDITION OF 1 OCT 83, WHICH I8 OBSOLETE fr GO ;1058 O . JETH

Figure 11-4-2.1.
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C2, AR 600-17

Section VI. GENERAL ADMINISTRATION

Procedure 11-5-1
MORNING REPORT CONTROL AND PREPARATION AND

PERSONNEL DATA CHANGE REPORT

1. Reference. AR 335-60.
% 2. Forms,

a. DA Form 1 (Morning Report).

b. DA Form 1-1 (Personnel Data Change
Report).
% 3. General. a. The morning report is the basic
record reflecting the official status of the re-
porting organization ‘and each person assigned
or attached thereto. It is a source of data for
entries in the individual personnel records of
the persons reported thereon and for official
strength and other statistical records, and it is
used as legal evidence in military courts-mar-
tial proceedings. The morning report {copy
number 1) becomes a permanent record of the
Department of the Army to provide an authenti-
cated, continuous administrative and historical

record of the strength and status of each or- .

ganization and individual of the Army. The
morning report i5 considered one of the most
important basic documents prepared within
the Army and the utmost care should be taken
to insure prompt and accurate recording of all
required entries, The purpose of this procedure
is to indicate the typical controls necessary to
insure preparation of accurate morning re-
porte, Detailed instructions for preparation of

the morning report are contained in AR
336-60.
wb. The Personnel Data Change Report

{DA Form 1-1) will be prepared by the PSD
in accordance with chapter 5, AR 3356-60 for
all units which are not provided administrative
services under Personnel Management and Ac-
counting—.Card Processor System (PERMA-
CAP).

4. Procedure. a. To properly maintain a morn-
ing report requires careful attention to the
maintenance of a suspense file. The file consists

AGO 20116A

of 31 manila folders numbered 1 through 31.
Each folder represents one day of the month,
regardless of whether a month has 30 or 31
days. The file should be located in the desk of
the person preparing the morning report so
that he has immediate access to it at all times.
Only the commanding officer, first sergeant and
company clerk should be allowed access to the
suspenge file. The file will contain documents to
be used in preparation of remarks for the
morning report, e.g., Special Order, DA Form
31 (Request and Authority for Absence), ete.
Do not keep appointments, 3-day passes, or
other documents not requiring a morning re-
port remark, in the suspense file. A separate
unit suspensge file will be maintained for those

and similar documents,
#b. An example of the sequence of actions

to prepare the morning report of 5 March 1969
follows:

(1) Remove and examine the documents
in the suspense file for 5 March 1969.

{2) Arrange the documents in the same
order as the remarks will appear on the morn-
ing report, e.g., accessions, separations, reas-
signment gains, ete.

(3) Rescinded.

(4) Obtain the Personnel Register (DA
Form 647, “Sign In/Qut Register”) and deter-
mine if personnel actually arrived or departed
as they were scheduled. Resolve any discrepan-
cies with the first sergeant immediately.

“c. The morning report is prepared on a
four-page set (DA Form 1).

d. After the morning report has been signed
by the unit commander, make distribution as
follows: :

4 (1) The number 1, 3 and 4 copies of the
DA Form 1 will be hand-carried to the battal-
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C2, AR 600-17

ion personnel staff NCQ. The PSD/PSC will
forward copy number 4 to the servicing finan-
cial activity,

(2) The number 2 copy (yellow) will be
retained by the unit for file.

11.-164

28 May 1969

¢. File the number 2 copy by month. The
current month should be kept on the MR
clerk’s desk, and other morning reports should
be filed in accordance with AR 345-215,

AGO 20118A
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C 2, AR 600-17

Procedure 11-5-2
PERSONAL AFFAIRS ENVELOPE

1. References. Appropriate command directives.

2. Forms. As required by command directives.

3. General. Units which are designated as avail-
able for immediate or early deployment will be
required to maintain certain personal affairs
documents for each individual assignment to
the unit. These documents may consist of wills,
powers of attorney, requests for movement of
dependents or household goods, allotment
forms, ete., depending on the location and mis-
sion of the unit. The documents are completely
prepared except for date and signature of the
individual and are ready to be made effective
when required. The documents are contained in
an envelope designated as the Personal Affairs
Envelope and maintained by the unit to which
the individual is assigned. The documents con-
tained in the Personal Affairs Envelope will
enable the soldier to complete his personal af-
fairs prior to movement of the unit and will
minimize the personnel processing time re-
quired in the PSD.

Y4. Procedure. a. Personal Affairs Envelope,
(1) The personal affairs envelopes for all

personnel of the unit will be filed in alphabeti-

cal order ih the orderly room area. The files

AGO 20116A

must be given physical security equal to that
normally afforded military personnel records,
i.e., access denied to all persons except those
specifically charged with responsibilities relat-
ing to maintenance of the envelopes.

(2) A team from the PSD will periodi-
cally visit the unit for the purpose of prepar-
ing new documents required as a result of
changes in a soldier’s personal status,

(3) If a soldier desires to make a change
on a document maintained in his Personal Af-
fairs Envelope— .

(a) Determine from the soldier what
document he wants to change and his reason
for changing the document.

{b) Telephone the battalion personnel
staff NCO and inform him of the soldier’s re-
quest.

(c¢) The personnel staff NCO will deter-
mine if the change requires the soldier to re-
port to the PSD or if the change can be accom-
plished during the team visit { (2} above),

(4) When soldier is required to report to
the PSD to acecomplish a new document for his
Personal Affairs Envelope, give him the envel-
ope to take with him.

(5) Upon completion of any changes the
envelope will be returned to the unit for file,
wb. Rescinded,
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28 May 1969

Procedure 11-5-3
REQUEST FOR INFORMATION

1. Reference. AR 600-16

2. Forms. Requests for Information (see app
7-I for suggested format),

% 3. General. There will be numerous occasions
on which soldiers will require information
from their military personnel records main-
tained at the PSD. Normally, the required in-
formation. will be obtained by written inquiry
to the PSD. Telephone requests to the PSD for
this type of information will be restricted to
emergency requests where the information
must be obtained the same day. Each such
emergency call to the PSD will require the ap-
proval of either the unit first sergeant, the bat-
talion personnel staff NCO, or the unit com-
mander (chap. 7).

4. Procedure. a. A supply of the “Request for

11-166

Information” form letters should be available
at the orderly room for use in obtaining rou-
tine information from the PSD.

b. Upon receipt of a complaint or inquiry
from a soldier, the first sergeant or company
clerk will determine the following:-

(1) If the information is available w1th1n
the unit.

{2) If not, is the information available by
telephone?

(8) If not, can the information be ob-
tained through use.of an inquiry form letter?
ye. When it has been determined by the
first sergeant or company clerk that a Request
for Information should be prepared, the com-
pany clerk will—

(1) Prepare the request in 1 copy and
have the soldier and first sergeant sign it.

(2) Forward the request direct to the ap-
propriate composife team in the PSD,
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C2, AR 600-17

Proc.dure 11-5-4
REQUEST FOR SPECIAL ORDERS

1. Reference. AR 310~-10.

2. Form. DA Form 2446-R (Request for Or-
ders). .

3. General. a. Special orders for the division are
published at the PSD. The issuance of other
routine orders will be in accordance with AR
810-10 and Procedure 11-5-5,

b. The majority of special orders affecting
personnel of the units will be issued automati-
cally as personnel actions are approved. Spe-
cial ordera may be requested from the battal-

ton headquarters when required by a unit. The

battalion personnel staff NCO accumulates all
requests for special orders and forwards them
daily to the PSD. The PSD has an established
schedule indicating the time of day that a re-
quest must be received in order to appear on
that day’s special orders.

4. Procedure. a. Determine that a special order
is actually required to effect the action desired.

AGO 20118A

(1) Refer to AR 310-10 for an explanation
of the usage and content of special orders.

(2) Telephone the battalion personnel
staff NCO if there is any doubt concerning the
proper type of order required. ‘

b. Prepare the request for the unit com-
mander’s signature in an original and 2 copies
(fig. 11-5-4.1).

(1) Data concerning the lead lines is ob-
tained from AR 310-10 and varies according to
the type of order being requested. )

(2) Data to complete the responses is ob-
tained from the individual! requesting the
order. This normally will be either the unit
commander or the first sergeant,

{3) The title of the order, transaction
code, and elements of the standard name line
are defined in AR 310-10.

¢. Upon completion of the request by the
unit commander—

{1) Remove 1 copy of the correspondence
for the unit suspense file (3-day).

(2) Forward the original and 1 copy to
the battalion headquarters,

11-167


SimS
Pencil

SimS
Pencil

SimS
Pencil


C2, AR 600-17 28 May 1969
B DATEQF REQUEST
, REQUEST [OR,GROERS 6 January 1969
T FROM:
° COy 1lst Bn, 19th Inf, Ft Mller,Utak C0, Co B, 1st Bn, 19%th Inf
' Fort Miller, Utah
CG, 99th Inf Div, Ft Miller, Utah
AThN:” AG-PSD ’
PART |
NAME GF FORMAT TE NUMBER
Duty Appointment 350
PART UL
STANDARD HAME LINK (SNL)
LINGEN, THOMAS W., 01923049, crr, INF, Co B, 1st Bn, 19th Inf, F% Mller, Utah
PART Il - USE SELECTED FORMAT AS MODEL
LEAD LINE fLLIS YARIABLE RESFONIES
Apt to: Clags A Agent
Eff date: 15 Jan 69
)5 H Indefinite
Purpose: Cash payment of troops of organization to which sgsigred
Auth: AR 37-103
Sp Instr: Report to Pogt Finance and Accounting Office, Room 248,
Bldg T40, NLT 14 Jan 69 for briefing on dutieg of
agent officer.
{Ricuusrun's Mami (Trped of Printed) SIGNATURE
SAVMUEL R, JONES, CPT INF, Commanding 4:'““4,@ %
DA T :z?*‘ 2446#" AREPL ACKS DA FORM 24400, | SXP #1, WHICH IS OBSOLETL GPO : 1463 O - 633,330
* Figure 11-5-4.1
11-168 AGO 201164
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Procedure 11-5-5
UNIT ORDERS

1. Reference. AR 310-10.
2. Forms. None.

*3. General. a. Unit orders are the only type of }
routine orders issued by the company. In com-
panies assigned to a division or separate bri-
gade, unit orders are issued for five purposes:

(1) Assumption of command.

* (2) Appointments to temporary E-4 and
permanent E-3. (See footnote 1.)

¥ (3} Reduction from E-3 to E-2.
footnote 1.)

% (4) Assignment of additional duties with-
in the company.

% (6) Authorization to ration separately (if
authorized by local command policy) (see foot-
note 2).

b. Assignment to, or changes of, principal
duty will be announced in special orders.

(See

4. Procedure. a. Unit orders are numbered in
chronological sequence by calendar year, The
first order issued in any calendar year will
bear a notation above the heading of the first
page showing the number of the last order is-
sued the preceding year.

b. No more than one unit order may be is-

Footnote No. 1. Issued on division special orders in
units under the PERMACAP system (See Procedures
11-1-6 and 11-1-T7}.

Footnote No. 2, Issued on division special orders in
units under the PERMACAP system and the Cen-
tralized Automated Military Pay System.

AGO 20116A

sued on any one day except in the case of as-
sumption of command. In this case a separate
unit order will be issued.

¢. Each action is announced in a separate
paragraph., Paragraphs are numbered only if
there are two or more,

d. Orders may be typed or reproduced me-
chanically (such as mimeograph) on 8- x
1014-inch paper. Typed orders will be printed
on one side only. Others may be duplicated on

both sides.
_ e. Unit orders will be authenticated only by

the unit commander. If they are typed, all
copies must be signed.
7. Preparation, files and distribution.

% (1) Unit orders will be prepared as pre-
scribed in AR 310-10. A sample unit order is
shown in figure 11-5-5.1. Formats for addi-
tional paragraphs are found in appendix I,
AR 310-10.

(2) A record and a reference file will be
maintained by the company, When orders are
typed, the original will be placed in the record
file,

(3) Copies of orders will be furnished to
each affected individual, to the PSD, and to the
next higher headquarters, as required by local
directives. In addition, appointment and reduc-
tion orders will be distributed as required by
Procedures 11-1-6 and 11-1-7, where appro-

- priate,

¢. Unit orders will be corrected by the use
of amendatory paragraphs. The use of cor-
rected copies is not authorized.
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C 2, AR 600-17 28 May 1969

Unit Order 52 is the last of the series for 1968

CO B, 1ST BN, 19TH INF
Fort Miller, Utah

UNIT ORDERS 3 January 1969
NUMBER 1

1. TC 310. UP par (¥) AR 600200 fol indiv APPOINTED ## (with
their congent) #* (without their consent) to TEMP GR indiec.

TO BE SPRCIALIST FOUR MO8
UNDERWOOD, RALPH T., RA 31228175, PFC 71B20
2, TC 350, Following indiv APPOINTED:

BROWN, JOSEPH R., RA 19300193, MSGT

Apt to: Member of Unit Pund Council
Eff Date: 3 Jan 69

Pd: Indefinite

Purpogse: NA

Auth: Par 6, AR 230-10

Sp Instr: None

3. TG370. Fol orders amended:

SMO: Par 1, Unit Orders 50, this' hg, 12 Dec 68
Pert to: UNDERWOOD, RALPH T., RA 31228175, SP4
As reads: RA 31228177

-IATR: RA 31228175

Lower (. leceg

THOMAS W, LINGEN
CPT, Inf
Commanding

* Enter appropriate paragreph and subparagraph from AR 600=200
## Ugse for lateral appointment only - LL DOR: must also be shown.

wFigure 11-5-5.1
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[AGRZ}

By Order of the Secretary of the Aymy:

Official:

J. C. LAMBERT,
Magjor General, United Statez Army,
The Adjutant General.

Distribution:
Distribute in accordance with List.

AR 600-17

EARLE G. WHEELER,
General, United Stales Army,
Chief of Staff.

U.5. GOVERNNENT PRINTING OFFICE : 1963 O—T755-008 (T240A}
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ArMyY REGULATION

HEADQUARTERS

S\g P *AR 600-17

DEPARTMENT OF THE ARMY

Page

1-1
1-1
1-1
1-2
1-2

2-1
2-1

A21
A2-2
A2-3

31

31
31

4-1
41 .
4-2
-2

5-1
5-1
51
52

6-1
6-1
6-2
6-3
6-3
6-5

A6-1
A6-3
AB4
AB-8
AG-9

A6-11

7-1
7-1

No. 600-17 WasuingTon, D.C., § May 1964
PERSONNEL (GENERAL)
THE DIISION PERSONNEL SUPPORT SYSTEM
ORGANIZATION AND PROCEDURES
Paragraph
. PART ONE. ORGANIZATION
CHAPTER 1. GENERAL
Purpose_ __ ... .. et e 1-1
Definitions_ _ .\ s 1-2
Responsibilities of staff officers and commanders. .. __ ... ____________ 1-3
Application to separate brigafes______ S 1-4
Forms. - N e 1-5
2, RESPONSIBILITIES AND RUNCTIONS AT DIVISION LEVEL
Responsibilities_ . ________.___ N\ ___.._. e e — e e 2-1
Organization. .\ e 2-2
Funetions of Personnel Service Diwsion__ o _ ... 2-3
APPENDIX 2-1. ORGANIZATION CHART—PERSONNEL SERVICE DIVISION . _________.._._.____ -
2-I1. COMPOSITE TEAM ORGANIZATION (DIVISION). .. ____ ... . ... -
2-1I1. PERSONNEIL: SERVICE DIVISIOR ORGANIZATION CHART. .. . .. .._..___.. .-
CHAPTER 3. RESPONSIBILITIES AND FUNCTKONS AT BRIGADE LEVEL
General . N 3.1
The brigade commander___. ... e 3-2
The brigade S\ L e 3-3
Responsibilities of the brigade personnel staff noncommissioned officer. .. ... ______.___ 34
4, RESPONSIBILITIES AND FUNCTIONS, AT BATTALION LEVEL
General . .. Nl e 41
The battalion commander_ _ _ __ N o 4-2
The battabion 81 _ N e a-. 43
The hattalion personnel staff noncommissioned §fficer____ . .. . _.__.___. 1+4
5. RESPONSIBILITIES AND FUNCTIONS AT\COMPANY LEVEL
General e N e e 51
Authorized telephone communication with Personnel Serviee Division. .- __ .. __.________ 52
The eompany commander. _ . . N e o- 53
The company elerk . N 514
6. REPORTS AND SPECIAL ACTIONS PROVIDED\BY THE PERSONNEL SERVICE
DIVISION
General ..o N s 6-1
Data processing capabilities.________________________. \ . 6-2
Recurring reports {punched eard)_________ N .. 6-3
Special reports (punehed card) - ______ . __ N _________ | 64
Recurring reports (manual) . _ Nl 6-5
Special reporta {(manual). .. . ... A 66
Teams._ . ool \ _________________________ 67
APPENDIX 6-1. PUNCH CARD MACHINE WORK REQUEST (DA FORM 2740-R)..___.___.______ ....
6-11. PERSONNEL INFORMATION ROSTER._________ .\ ... ————
6-1I1I. PERSONNEL INVENTORY REPORT .. _____ N\ ... e
6-1V. PERSONNEL QUALIFICATIONS ROSTER. .o Moo ——e-
6-V. PERSONNEL SUSPENSE ROST'ER---__------_---------_--_:\ .................... e
8-V1. TYPICAL SECOND ECHELON SUPPORT TEAM DESIGNER TO SUPPORT A
DETACHED BATTALION . _ .o Xr _________________ ——
CHAPTER 7. CONTROL OF VISITS TO THE PERSONNEL SERVICE DIVISI({N
General . oM .. 7-1
Use of inquiry form T S VU0 YU 7-2
Scheduling appointments. . ____. N -3

- \
* This regulation supersedes AR 600=17, 17 November 1961, including C 1, 17 October 1962.
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PART ONE. ORGANIZATION

CHAPTER 1
GENERAL

1-1. Purpose. a. The concept of centralization
of personnel records maintenance at division level
is explained in FM 12-11. The internal operation
of the Personnel Service Division is explained in
AR 600-16. This regulation provides an operating
guide for company clerks and personnel staff non-
commissioned officers, and a useful reference and
guide for commanders, staff officers, and personnel
of the Personnel Service Division. The purpose of
this regulation is to—

(1) Establish procedures for the implementa-
tion and continued operation of the cen-
tralized administration concept.

{2) Facilitate standardization of division ad-
ministrative procedures throughout the
Army,

(3) Simplify the training requirements for
administrative personnel throughout the
division.

(4) Establish the responsibilities and functions
of commanders, stafl officers, and super-
visory personnel in the field of personnel
administration and personnel manage-
ment.

b. This regulation sets forth procedures for
actions that are general throughout the Army.
These procedures may be medified to conform with
local requirements, but modifications will be held
t0 a minimum in order to obtain maximum benefits
from standardization.

c. Commanders, supervisory and operating per-
sonnel at all levels of command are encouraged to
establish procedures for those actions not covered
in this regulation. Procedures will be standardized
at the highest level possible to provide for uni-
formity within a division or major command.

d. The Division Personnel Support System is
designed to provide aecurate and efficient personnel
services for commanders, their staffs, and the in-
dividual soldier. It is organized on four levels of
command—

(1) Division headquarters.

AGO B8383A

(2) The brigade. Whenever this term is used
it also applies {0 division artillery and
support command.

(3) The battalion. Whenever this term is
used it also applies to a squadron.

{4) The company. Whenever this term is used
it also applies to a battery or troop.

1-2. Definitions. The following definitions apply
to the organizational elements and personnel de-
geribed in this regulation:

a. Personnel staff NCO. To assist the com-
manders at brigade and battalion headquarters a
personnel staff noncommissioned officer is assigned
to the headquarters. His major functions are to
serve as advisor to the commander and the staff on
personnel matters and as liaison between the com-
pany, battalion or brigade, and the Personnel
Service Division. His specific responsibilities and
functions are listed in the chapters on the brigade
and battalion {ch. 3 and ch. 4).

b. Functional team. An organizational subdivi-
sion of each branch or unit of the Personnel Service
Division except the Administrative Machine
Branch.

c. Composite team. A group of functional teams
consisting of one from each branch or unit of the
Personnel Service Division, except the Administra-
tive Machine Branch.

d. Second echelon support team. An equitable

~ subdivision of a composite team, predesignated for

attachment to specific divisional units detached
from the division for over 30 days, for the purpose
of providing complete second echelon personnel
support.

¢. Special purpose teams. A group of noncom-
missioned officers and personnel specialists, rep-
resenting one or more composite teams, designed to
provide specialized personnel service involving
inprocessing-outprocessing, military pay, or
personal affairs.

1-3. Responsibilities of staff officers and com-
manders. q. Personnel responsibilities and func-
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tions of commanders and 81's are set forth in sub-
sequent chapters. There are no major changes in
the responsibilities and functions of other staff
officers in the field of personnel management and
administration. However, there should be close
coordination between staff officers and their S1’s on
all personnel matters to insure the most profitable
and efficient use of the persennel facilities at each
level of command.

b. Commanders and staff officers will reevaluate
all reports and statistics currently required to deter-
mine whether the information required is essential
to the operation of the unit or staff section. ‘“Nice-
to-know” information will be evaluated to deter-
mine if the convenience of the information out-
weighs the administrative effort required to collect
the data. .

¢. It is the responsibility of each commander and
staff officer to insure that his requirements for
reports and statistics are directed to the proper
organization. A summary of the reports and statis-
tics furnished by or available from the Personnel
Service Division is listed in chapter 6. The follow-
ing sequence will be followed in determining the
source of a report.:

(1) Check the reports being furnished by the
Personnel. Service Division to determine
whether the information required is now
being furnished. If so, the requestor will
revise his report to conform with existing
reports or extract the information from
existing reports to complete his report
(pars. 6-3 and 6-5).

{2) If not presently furnished, is the informa-

1-2

tion irnmediately available at the Person-
nel Service Division on punched cards?
(par. 6-2.) If it is, the request will go to
the Personnel Service Division (par. 6-4).
(3) If not available on punched cards, and the
information needed comes from the
personnel records or other documents
maintained at the Personnel Service
Division, the request will go to the
Personnel Service Division (par. 6-6).

(4) If the information required cannot be
obtained from the personnel records or
other documents maintained at the
Personnel SBervice Division, only then will
the request for information be made to
subordinate units.

(5) Some reports require information which
will be furnished partly by the Personnel
Service Division and partly by the
subordinate units. In this case, a request
for information will go to both organiza-
tions and the information submitted will
be econsolidated by the requestor.

1-4. Application to separate brigades. Separate
brigades will operate a modified form of the PSD;
however, the procedures provided in this regula-
tion apply equally to the personnel support system
of separate brigades. For information relative to
separate hrigade PSD operation, see AR 600-16.

1-5. Forms. Forms referenced in this regula-
tion, with the exception of DA Form 244G6-R and
DA Form 2749-R, will be obtained through normal
AG publications supply channels.

AGO §383A
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CHAPTER 2
RESPONSIBILITIES AND FUNCTIONS AT DIVISION LEVEL

2-1. Responsibilities. The hasic responsibilities
for personnel administration at the division level
are set forth in FM 12-11, which also sets forth the
organization of the adjutant general’s section and
the other ad ministrative staff agencies.

2-2. Organization. a. Appendix 2-1 shows the
organizational structure and division of functions
in the Personnel Service Division of the adjutant
general’s section, which is the primary agency for
personnel administration at division level.

b. Appendix 2-111 shows a further breakdown of
the organization of the Personnel Service Division
into functional teams.

¢. Appendix 2-1I explains how the branches of
the Personnel Service Division are organized into
composite teams designed to maintain a degree of
unit integrity in personnel administration and to
facilitate service to units. Some of the advantages
of composite teams are as follows:

(1) The noncommissioned officer or senior
specialist in each functional team provides
a specialized personnel service to a fixed
number of divisional units. This permits
him to develop a close working relation-
ship with a limited number of subordinates
and personnel staff noncommissioned
officers in battalions or brigades. For
example, a pay team leader in a composite
team serving 3 infantry battalions pro-
vides supervision for 6 pay specialists, and
deals with only 3 personnel staff noncom-
missioned officers on military pay matters.
Thus quick reaction time is provided, as
the personnel staff noncommissioned
officer shares the time and attention of the
pay team leader with only 2 other person-
nel stafl noncommissioned officers instead
of 26.

(2) Clarifies'the point of contact for personnel
staff noncommissioned officers. A person-
nel staff noncommissioned officer in a
battalion or brigade should experience no
difficulty in understanding the organiza-

AGO 8383A

tion of the Personnel Service Division or
his precise contact on any matter, because
almost all his personnel support is rep-
resented in one composite team. There
are two types of exceptions:

(a) The Office Services Unit is responsible
for the publication and distribution of
orders, therefore, a personnel staff non-
commissioned officer will deal directly
with that unit on such matters.

(b) A personnel staff noncommissioned
officer will deal with a functional team
mernber in a composite team on routine
matters involving Reports, Processing
or Control, but contact the Reports,
Processing or Control team leader on
unusual matters. For example, a
personnel staff noncommissioned officer
should contact a reports clerk in the
composite team on questions about an
existing report; he should contact the
Reports Team Leader to request new
reports or changes in report format.

d. The division G1 has the overali staff responsi-
bility for all personnel matters in the division. The
division adjutant general has speecial staff responsi-
bility for personnel matters in the division. The
adjutant general’s section is composed of five
organizational elements.

(1) The Personnel Service Division.

(2) The Administrative Services Division,

{3} The Postal Division,

{(4) The Special Services Division.

{5) The Replacement Detachment.
The personnel of these elements are assigned to the
division administration company. See FM 12-11
for a detailed description of the organization and
operation of the adjutant general section.

2-3. Functions of Personnel Service Division.
a. Personnel records for all assigned and attached
personnel are centralized at the division head-
gquarters under the supervision of the division
adjutant general. The specific responsibility is
delegated to the Personnel Service Division. All
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personnel management, personnel records mainte-
nance, military pay, personal affairs, and personnel
actions will be handled by the Personnel Service
Division.  Accordingly the Personnel Serviee
Division assumes the authorities and responsibili-
ties, often referred to as second echelon personnel
support, enumerated in AR 600-8. First echelon
personnel support represents those actions per-
formed at unit level; second echelon personnel
support those actions performed by the custodian
of personnel records; and third echelon personnel
support those actions performed by division
adjutants general. The Personnel Service Division
performs a central role in the personnel support
system by consolidating the second and third
echelon personnel support in one office. The
Personnel Service Division, in addition to being an
executive activity for the division commander in the

area of personnel administration, also performs

certain services for brigade, battalion and company
commanders. Among these are the following:
(1) Provides a source of technical advice on
personnel administration and personnel
management,.

2-2

(2) Furnishes statistical data on current and
projected strength.

{3) Furnishes other reports on individuals
designed to aid commanders in making
personnel management decisions.

(4) Assigns and reassigns personnel to meet
commanders’ requirements.

(5) Receives commanders” recommendations
and decisions on personnel matters and
takes action to implement them.

(6) Acts as custodian of individual personnel
records and provides commanders with
information therefrom, as required.

b. The Personnel Service Division uses punched
card machines to accomplish many of the tasks and
services it provides. The Personnel Service Divi-

" sion also has the ability to provide these services

manually, but at a reduced level. Reports and
information which can be provided by both manual
and punched card machine operations are listed in
chapter 6. Detailed organization, responsibilities,
functions, and operating procedures pertinent to
the Personnel Service Division are set forth in AR
600-16 and FM 12-11. AR 600-16 has limited
distribution below division headgquarters.

AGO 8383A
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PERSONNEL SERVICE DIVISION ORGANIZATION CHART

PERSONNEL SERVICE DIVISION

FUNCTIONS

OFFICE
OF
THE PERSONNEL OFFICER

_ T
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T

_

ASONNEL ACTION BRANCH

exzes a1l matters pertaining to elimination
laase from active duty, dlscharges,

ta, enlistaments, axtension of snlistments,
for Leave (excess, emergency and nen-DONUS),
anefers wd detalls of officers, sxtension
ilment of forelgn service tours, servicse
wards and decorations, issuance of military
dents identification cards, ascurity

2, consummation of initial sppointments of
and varrant of ficers, extension or declina-
active duty for reserve officers, emargency
limary return of dependents to the hited

m oversea commands, dependent medical eare,
schoollng, dependent travel, and other
wrtaining to dependents.

“es preparstion and submlasion of efficiancy
L afficers and warrant officers on axtended
¥, officers on active duty for treining
‘flcers, and Ragular Army enlisted perscrmel
Raservs Officer appoiniment or Warrant
atus, and officer photographs.

w5 cantrol eof personnel actions In

™ investigative cases. Processes all
sining to marrisge, legitimization or

f children, and clvil-legal procesdings.

ts in cbtaining travel clearances, passports
Lsters the life insurance and agldler

[TRRY.

13 all other matters of persommel

don not specifically assigned to
nch of the Persomnel Service Divislen,

RECOBRDS BRANCH

Becords Unit

Prepares and mainkains individua) personnel records
to include officer and enlisted qualification records,
service records and personnel records jackets.

Reports Unit

Prepares, verifies and subtwits rosters and reports
roquired in the Army persomnel system exceot those
specifically assigned 1o anotber branch of the Persconel
Servies Divisian.

Develops, maintaing and furnishes strength and
statistical information s required.

Cantrol Unit

Maintains suspense files on actions pertaining to
individuals frem informetlon contained in persontal
Totords and nol otherwiss available to the other branches
of the Persornel Service Division. Advises the other
branches of these actions and due dates,

Progessing Unit

Initiates and contrels processing of cutgoing persone
nel including installation clesrinces and transsission of
persannel recorda. Participates in the inprocessing of
revlacesent parsormel.

MILITARY PAY BRANCH

Maintasns financial data records folders, payroll
I1les, tax vithholding records and leave records.

Prepares military pay voucher snd payroll flles,
m-iv-..o. and distributes Withholding Tax Statements
-2), savinga data reports, accrued lsave reports
Ard notlees of pay change.

Progesses charge sales alips, separsts ration
authorizations, debt liquidation schedules, stste-
wenits of charges, reports of survey, c¢ourts-sartial
fines and forfeitures imtluding Article 15 actions
affecting pay, allotments, saldiers’ deposits,
applications for basie allowance for quariers,
requests for spectal pay acticns, péy diecrepancies,

and all cther matters affecting the pay of Allowances
of individuals,

Documents individual sntitlesents to the various
items of pay and allowances,

Anzwers querles from individua)s and cemmanders
on all satters pertaining to military pay.

statements of sepyice, clothing maiptensncs allowsnces,

ADMINISTRATIVE MACHINE BRANCH

0 S jces

Resoonaible for intermal administration ‘of the
Personnel Service Division, including:

ﬁwnu-,_.unuas of orders.

Preparation of extracts and true copies of
persoemel records.

Preparation of identification tags (military
and ¢ivilian).

Distridution and measenger services.

Adainistrative files, acdministrative suspense
riles and vecords adaini stration.

Classified document eontrol.
Forms control.

Procurement and distribution of office
supplies, publications and blank forms.

Haintemance of office furniture and machines.

All other functions essential to the
adainlstrative support of the Persormel
Service Mvision.

Performs punched ¢ard machine snd autcmatic

typevriter coeratlons to provide administrative support
for the Fersennel Service Division.

Conducts systems studies for punched card appli-
cations,
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CHAPTER 5
RESPONSIBILITIES AND FUNCTIONS AT COMPANY LEVEL

5-1. General. This chapter summarizes the

responsibilities and functions for personnel admin- .

istration at company level and sets forth the changes
in channels of communications and the means of
obtaining information necessitated by the mainte-
nance of personnel records at division level. The
company is the lowest administrative headquarters
in the chain of command. It is the level having the
most direct contact with the soldier. It is the
initial point of contact for a soldier with a problem
or a request for some type of personnel action. All
personnel actions initiated by the soldier are chan-
neled through his company orderly room. Thus it
can be seen that the company is one of the most
important links in the chain, If an action is not
initiated correctly and expeditiously at company
level, it cannot be acted upon promptly and effi-
ciently at other administrative levels. Detailed
responsibilities and functions of the company com-
mander and the company clerk are listed in para-
graphs 5-3 and 54. No specific delineation of the
responsibilities and functions of the first sergeant
has been made in this chapter since, in general,
there in no change from his present responsibilities
and functions. His responsibilities in regard to the
control of visits to the Personnel Service Division
are listed in chapter 7.

5~2. Authorized {elephone communication with .

Personnel Service Division. In order to facilitate
prompt, efficient service from the Personnel Service
Division and to insure the proper utilization of the
personnel staff noncommissioned officer as a tech-
nical advisor, restrictions should be imposed to
preclude the companies from making telephone calls
to the Personnel Service Division. In addition to
the procedures established to control visits to the
Personnel Service Division as outlined in chapter 7,
the following restrictions should be imposed :

a. The company may telephone direct to the
records clerk or pay specialist of the composite
team serving the unit at the Personnel Service
Division in individual cases for the following types
of information required to complete & personnel
action;

AGO 8383A
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{1} Data available from a soldier’s personnel
records {Field 201 file, Service Record,
Enlisted Qualification Record, or Financial
Data Records Folder).

(2) Record of previous convictions or other
extracts from personnel records.

b. Requests for all other types of information will
be channeled through the next higher headquarters.
Examples of these requests are as follows:

(1) Information on status of actions.

(2) Information on procedures.

(3) Information of future or scheduled actions.

(4) Information on items requiring advice,
personal judgment or influence.

(5) Information on specified categories or
groups of personnel (lists of Military
Occupational Specialties, Expiration Term
of Service Rosters, etc.).

5-3. The company commander. a. General.
The company commander remains as the primary
manager of his personnel. His primary assistants
are his executive officer, first sergeant, and company
clerk. The latter is the key point of contact for
soldiers of the unit on simple and routine personnel
and administrative matters where direct contact
with the first sergeant or an officer is not required.

b. Responsibilities. The company commander—

(1) Is responsible for the proper utilization of
soldiers based on their enlisted military
occupational specialties, training experi-
ence, desires, and the needs of the unit.
He is aided in this area by the advice,
assistance, and cooperation of the brigade
or battalion personnel staff noncommis-
sioned officer and the Personnel Service
Division, All assignments, reassignments,
and changes of duty position should be
fully coordinated to insure that they are
in the best interest of the Army, the unit,
and the soldier. All changes in status of
the soldier must immediately be brought
to the attention of the Personnel Service
Division; especially those items which
afiect the soldier's performance of duty,
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5~4. The company clerk. a. General.

(2)

&)

4

such as change of medical fitness profile, -

changes in duty assignment, or changes in
the security requirements of his duty
position.

Is responsible for the initiation of re-
classification action when he determines
a soldier is inefficient, is better qualified
in a higher military occupational specialty,
or i3 physically incapable of periorming
duty in his primary military occupational
specialty.

Authenticates the unit morning report,
orders and other documents, and takes
action on and forwards personnel actions
in aceordance with Army regulations and
the Documents Routing Channels Chart,

Is an appointment and reduction authority

as authorized in AR 624-200 and as modi-
fied by local directives.
In most

cases, the company clerk is the initial link in the
chain of personnel actions. He should be a mentally
mature individual with s desire to assist the soldier

with his problems.

He has many responsibilities

and functions and, depending on his attitude and
efficiency, can be a great asset or lability to the
Army personnel system,

- b. Duties and responsibilities.

clerk—

=2

n

@

The company

Prepares the unit morning report, using
information available within the unit or re-
ceived from higher headquarters. Infor-
mation will be obtained from such items as
special orders, unit orders, individual sick
slips, hospital admission and disposition re-
ports, leave requests, sign in-out registers,
etc. He should maintain a 31-day
suspense file to insure that entries are
made on the correct date.

Maintains a Personnel Data Card (DA
Form 2475) for each soldier in his unit.
This card is initiated by the company
clerk using the copy of the soldier’s
Enlisted Qualification Record furnished
by the Personnel Service Division. This
card will serve as a morning report card
and a locator eard, and if properly main-

tained will provide general information.

on the soldier without the necessity of
reference to the Personnel Service Divi-
gsion, Initiation, maintenance and dis-

&)

(4)

(5

(6)

0

)]

position of this card is covered in Pro-
cedure 11-4-3,

Prepares all personnel actions requested
by soldiers or the company commander
in accordance with the procedures cover-
ing these actions, Detailed responsibili-
ties for most types of actions he will en-
counter are listed in chapter 11. For
actions not covered by standard pro-
cedures or in complicated cases, he will
gseek the assistance of the personnel staff
noncommissioned officer. .
Obtains information from the personnel
records of soldiers of his unit, when
needed, in accordance with paragraphs
5-1and 5-2.

Assists in arranging appointments at
Personnel Service Division for soldiers of
his unit through the first sergeant and the
personne! staff noncommissioned officer.
Maintains the company files in accord-
ance with AR 345-215 or as modified by
local commanders.

In time of combat, prepares casualty
feeder reports and forwards them to the
Personnel Service Division.

In accordance with instructions and guid-
ance received—

{a) Prepares unit orders for temporary and

permanent appointments, reductions,
assignment of additional duties within
the company, and assumption of com-
mand by the company commander as
authorized in AR 310-10.

{b) Prepares charge sheets and allied papers

for courts-martial, and prepares com-
mander’s recommendations for board
actions to eliminate undesirable
soldiers.

(¢) Initiates DA Form 268 (Report for

Suspension of Favorable Personnel
Action} to flag records of personnel
under charges or investigation in accord-
ance with AR 600-31 and Procedure
11-2-11.

(d) Maintains the company punishment

{9)

book.
Prepares and types miscellaneous cor-
respondence and forms as directed by the
company commander, executive officer or
first sergeant.
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CHAPTER 6

REPORTS AND SPECIAL ACTIONS PROVIDED BY THE
PERSONNEL SERVICE DIVISION

6-1. General. This chapter sets forth the
capabilities of the Personnel Service Division for
preparing personnel reports and furnishing special
actions, The reports listed are those furnished to
staff sections outside the Adjutant General Section,
and to units below division level. Recurring re-
ports are those furnished automatieally without
request. Special reports are those provided upon
request, usually to meet a one-time requirement.

6-2. Data processing capabilities. a. The follow-
ing data will be maintained on punched cards for
each individual assigned to the division and can be
made available in any sequence or format desired
by commanders:

{1} Service Number.
(2) Name.
(3) Grade.
(4) Proficiency Pay.
(5) MOS—Primary.
{6) MOS—Secondary.
{(7) MOS—Duty.
(8) Date of Rank (Day—Month-Year).
(9) Date of Loss (Month-Year).
(10) DA Form 41 Review Suspense (Month).
(11) Transaction (Type-Day-Month).
(12) TOE (Paragraph—Line).
(13) Processing Code.
(14) ETS—Exp Category (Month—Year).
(15) Duty Branch.
(18) Control Branch.
(17) Basic Branch.
(18) Citizenship (Country).
(19) GT (Score).
(20) Component.
(21) FBA Code.
(22) Category.
(23) Race.
(24) Marital Dependency Status.
(25} Physical Category.
(26) PCS (last) (Month-Year),
(27) Date Return from Overseas (Mo-Yr).
(28) Last Foreign Service Area.
(29) Residence.

AGO 83834

(30) BPED (Month—Year).

(31) Additional Pay.

(32) Date of Birth (Day-Month—Year).

(33) Language.

(34) Education Level.

(35) PBasic Active Service Data (Mo-Yr).

(36) Additional Special Qualifications.

(37) Security Clearance.

(38) Accrued Leave.

(39) Armed Forces Reserve Medal Eligibility
{Month—Year).

(40) Non-CONUS Resident ETS Date.

(41) Qualification in Arms Suspense (Month—
Year).

(42) Annual Audit—=66 Suspense (Month).

(43) Adjust FSA Code Suspense (Month).

(44) Efficiency Report Suspense (Month).

(45) Completion OJT Suspense (Month).

(46) Photo Required (Month—Year).

(47) Good Conduct Medal Eligibility {(Month-
Year).

(48) ID Card Expiration {Month—Year).

(49) FHA Eligibility (Month}.

(50} 1714 Yrs FED Svc Completed (Month-
Year).

(51) Termination of Detail Branch (Mo—Yr).

(52) 29 Yrs A/ID Completed {(Month—Year).

(53) Mandatory Retirement (Month-Year).

(54) Eligible for Promotion/Appointment
(Mo-Yr). )

(55) Smallpox Suspense (Month—Year).

{56) Typhoid Suspense (Month—Year).

(57) Tetanus Suspense {Month—Year).

(58) Adjust BPED Suspense (Month).

(59) Medical Exam Suspense (Month—Year).

(60) DA Form 26 (Record of Court-Martial
Conviction) Review Suspense (Month~
Year).

b. The Chief of the Personnel Service Division
coordinates punched card service and approves
requests for recurring and special reports. Punched
card operations take place in the Machine Process-
ing Unit, Administrative Machine Branch, where
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these four basic functions of data processing are
performed:

(1) Collecting source data.

(2) Controlling.

(3) Updating records.

(4) Producing reports and statistics.

6-3. Recurring reports (punched card). This
section describes the reports and services to be
provided by the Personnel Service Division on a
recurring basis. Examples of these reports, in-
cluding explanatory notes, are provided in ap-
pendixes 611, 6-1I1, 6-IV, and 6-V. See para-
graph 64 for requesting punched card services in
addition to those listed in this section.

a. Personnel Informotion Roster (Machine) (DA
Form 2472).

(1) Purpose. This roster establishes personnel
management communications between the
Personnel Service Division and unit com-
manders and staff supervisors.

(2} Description. It is prepared for officer and
enlisted personnel. It reflects authorized
spaces, individuals assigned to duty posi-
tions by name, TOE paragraph and line
number, primary and secondary MOS,
date of loss, and other personnel data.

(3) Freguency. It is prepared monthly as of
the last day of the month, to be completed
by the 5th working day of the following
month,

(4) Distribution.

(a) The original and first three copies are
forwarded to the company (for division
headquarters company and administra-
tion company, forward to appropriate
stafl section).

() The fourth copy is forwarded to the
Personnel Management Branch.

{¢) The fifth copy is filed within the

. Machine Processing Unit.

b. Personnel Inventory Report (Machine) (Miscel-
laneous Strength, DA Form 2471).

(1) Purpose. This report provides informa-
tion to effect personnel management
actions, personnel requisitions, assign-
ments, reassignments, promotions, etc.
It provides a means of coordination
between the division and higher head-
quarters and presents division staff officers,
the Personnel Service Division, and com-
manders with a picture of the work force
available to accomplish their prescribed
missions.

6-2

(2)

@)

@

Description. This report is prepared for
officer and enlisted personnel. It re-
flects authorized, assigned, and attached
strengths by grade and duty MOS for the
current pericd and selected projected
dates. It is prepared in three parts: by
company, by battalion or brigade, and a
division consolidation.

Frequency. It is prepared monthly as of
the last day of the month, to be completed
by the 3d working day of the following
month.

Distribution.

(a) Part I.

1. The original copy is forwarded to the
division C/S.

2. The first copy is forwarded to the
division G1.

8. The second copy is forwarded to the
division AG.

4. The third and fourth copies are for-
warded to the Personnel Manage-
ment Branch.

5. The ffth copy is filed within the
Processing Unit.

() Part I

1, The original and first copy are for-
warded to the Personnel Manage-
ment Branch of the Personnel Service
Division,

2. The second and -third copies are for-
warded to the battalion.

3. The fourth copy is forwarded to the
Chief, Personnel Serviee Division.

4. The fifth copy is filed within the
Machine Processing Unit.

() Part IIl.

1. The original, first, second, third and
fourth copies are forwarded to the
Personnel Management Branch of the
Personnel Service Division.

2. The fifth copy is filed within the
Machine Processing Unit.

(d) PartIV.

1. The original and first copy are for-
warded to the Personnel Management
Branch.

2. The second and third copies are for-
warded to the battalion.

8. The fourth copy is forwarded to the
Chief, Personnel Service Division.

4. The fifth copy is filed within the
Machine Processing Unit.

AGO 33834


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


. Personnel Qualifications Roster (Machine) (DA
Form 2473).

(1) Purpose. This roster provides comman-
ders with certain qualification data on
individuals, which is extracted from per-
sonnel records.

(2) Description. Separate rosters are pre-
pared alphabetically for officer and en-
listed personnel by morning report unit, to
reflect individual qualifications such as
edueational level, physical category, ete.

(3) Frequency. It is prepared monthly as of
the last day of the month, to be completed
by the 10th working day of the following
maonth.

(4) Distribution.

(a) The original and®second copy are for-
warded to the battalion headquarters.

(b) The first copy is forwarded to the com-
pany concerned.

(¢) The third copy is forwarded to the
Chief, Personnel Records Branch, Per-
sonnel Service Division.

(d) The fourth copy is forwarded to the
Chief, Personnel Management Branch,
Personnel Service Division.

(¢) The fifth copy is filed within the
Machine Processing Unit.

d. Personnel Suspense Roster (Machine) (DA
Form 2474). '

(1) Purpose. This roster provides notification
on individuals required to undergo speci-
fied suspense type actions and to update
individual records.

(2) Description. A roster is prepared for offi-

cer and enlisted personnel by morning re-
port unit, reflecting name, service number
and grade of those individuals for whom
suspense type actions are to be accom-
plished during the first succeeding month.
Punched cards are attached for each in-
dividual action to serve as the updating
document. The report is made in two
parts: Part 1 lists actions required to be
initiated by the Personnel Service Divi-
sion and is not illustrated, Part IT lists
the actions required to be completed by
the unit of assignment.

(3) Frequency. It is prepared monthly as of
the last day of the month, to be completed
by the 4th working day of the following
month. Punched cards are prepared im-
mediately when personnel, newly assigned

AGO 8383A
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to the division, require actions during the
current month.
(4) Distribuidon. :

(a) The original and first copy of Part I
together with the punched cards are
forwarded to the Chief, Personnel Rec-
ords Branch, Personnel Service Divi-
sion,

(b) The original and first copy of Part II
together with the punched cards are
forwarded to the unit concerned.

(¢) The second copy of each part is filed
within the Machine Processing Unit.

6-4. Special reports (punched card). Using
agencies should forward requests for personnel in-
formation or reports, not currently being provided,
to the Chief, Personnel Service Division. The
Punch Card Machine Work Request (DA Form
2749-R) (fig. 9-1-2.1) will be used to request spe-
cial reports. DA Form 2749-R will be reproduced
locally on 8- by 1014-inch paper. Punched card
files must be updated with changes from source
documents before any report can be produced.
About 24 hours is required for this operation and
this time factor must be considered when making
requests for current data. Up to an additional 48
hours may be required to prepare, edit, assemble,
and distribute the completed report, depending on
its volume. 1If the request is for data not contained
on punched cards, as listed in paragraph 6-2, the
data normally cannot be furmished through the use
of punched card machines, If the need develops,
personnel data not maintained on punched cards
may be collected, transcribed to the card, and the

‘report prepared mechanically, However, it must be

realized that collecting raw data and establishing
punched cards for 15,000 troops is time consuming
and lessened responsiveness must be expented.
Therefore, the need for additional data in punched
card form must be made known as far as possible
in advance of the date the completed report is re-
quired.

6-5. Recurring reports {manual). The following
manually prepared reports will be furnished by the
Personnel Service Division. The first five reports
are prepared manually only when punched card
equipment is not available. It is contemplated
that as experience with the Personnel Support Sys-
tem increases, many of the eurrent manual reports
will become mechanized. These reports are con-
sidered to be the minimum necessary for efficient
operation of division personnel administration. Ad-
ditional reports may be required to meet local con-
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ditions or to meet the desires of commanders.
However, requests for additional reports must be
screened carefully to determine if the need for the
report outweighs the administrative workload re-
guired to produce the report.

a. Personnel Information Roster (Manual).

(1) Purpose and format. This roster will have
the same purpose and format as the
punched card machine prepared roster
{par. 6-3).

(2) Frequency. It is prepared monthly as of
the last day of the month,

(3) Dustribution. The original and 3 copies
are forwarded to the company or appro-
priate division staff section, the fourth
copy is filed within the Personnel Manage-
ment Branch, Personnel Service Division.

b. Personnel Inventory Report {(Manual).

(1) Purpose and description. This report is
made in three parts which have the same
purpose as Parts I, II, and III of the
punched card machine prepared report

(par. 6-3).
(2) Frequency. It is prepared monthly as of
the last day of the month,

(3) Distribution.

{a) Part I. Copies are prepared for bat-
talion and separate company head-
quarters and Personnel Management
Branch.

(b) Part I1. Copy prepared for Personnel
Management Branch.

(¢} Pari II11. Copies prepared for division
Gl, adjutant genersl and Personnel
Management Branch.

¢. Report of Accrued Leave.

{1) Purpose. This roster informs command-
ers of accrued leave status of all assigned
personnel.

(2) Description. This is a roster of all person-
nel assigned to each company, by name,
grade, and service number, showing the
amount of accrued leave credited as of the
end of the quarter. '

(3) Frequency. It is prepared quarterly as of
the last day of the quarter.

(4) Distribuiion. Copies are prepared for the
company concerned and Personnel Serv-
ice Division,

d. Identification of Enlisted Alien Personmel.

{1) Purpese. This report provides a current
roster of enlisted ajiens assighed to each
unit of the division.

(2)

3
(4)

1)

)

(3)
(4)

(1)

(2

3)
4)

(1)

(2}

(3

(4)

(1)

Description. This is a roster of alien en-
listed personnel sssigned to each unit,
showing name, grade, service number,
duty MOS, and duty position.

Frequency. 1t.is prepared monthly as of
the last day of the month.

Distribution. Copies of the report are pre-
pared for each company, battalion 32, the
division G2, and the Personnel Service
Division.

. Educational Level Survey.

Purpose. This report provides unit and
battalion commanders, and the division
Gl with the educational level of all as-
signed personnel.

Deseription. Shows number of officers,
warrant officers, and enlisted men who
have completed various levels of civilian
education.

Frequency. As required.

Distribution. Copies are prepared for each
unit, battalion headquarters, the division
G1, and Personnel Service Division.

. Consolidated Strength Report.

Purpose. This report provides selected
division staff officers with current division
strengths.

Description. It provides the strength
of the division by battalion showing
authorized, assigned, attached, etc.
strengths of officers, warrant officers, and
enlisted men, as extracted from morning
reports.

Frequency. Daily. ‘

Distribution. Copies of the report are
provided for the division G1, adjutant gen-
eral, and Personnel Service Division.

. Officer Strength Report by Branch.

Purpose. This report provides selected
division staff officers with current officer
strengths and assists in preparation of of-
ficer requisitions.

Description. It is & report showing
strengths of officers by unit, grade and
branch.

Frequency. Daily.

Distribution. Copies of the report are pro-
vided for the division G1, adjutant gen-
eral, and Personnel Service Division.

h. Monthly Officers Roster.

Purpose. This roster may be used as a
locator and furnishes a ready reference for
all diviston officers.
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(2) Description. 1t is a roster of officers by
battalion,. providing selected information
on each officer in the division.

(3) Frequency. The roster is prepared monthly
as of the last day of the month.

(4) Distribution., Copies are furnished to all
units and division staff sections.

i. Report of Savings Program (AR 608-15).

(1) Purpose. This report furnishes each com-
mander information on the progress of the
savings program within his unit.

(2) Description. The report shows the num-
ber and percentage of personnel partici-
pating in the savings program and in-
cludes officer and enlisted personnel pur-
chasing savings bonds, and enlisted
personnel making soldier’s deposits, re-
capped by company and battalion

(3) Freguency. It is prepared monthly as of
the last day of the month, '

(4) Distribution. Copies are provided for
each company and battalion headquarters,
the division savings officer, and Personnel

~ Bervice Division.

6-6. Special reports (manmal). Requesting
agencies must screen carefully all requests for
special reports to determine the urgency or necessity
for the report before submitting it to the Personnel
Service Division. They must realize that
responsiveness to requests for special reports will be
much slower when reports must be prepared
manually. Requests for reports containing finan-
cial information normally will be made to the
division finance officer. They will be referred to the
Personnel Service Division only when the informa-
tion required is not available in the finance office.

6~7. Teams. a. Special purpose teams.

(1) Special purpose teams will be sent to units
from the Personnel Service Division to
render personnel services for large groups
of personnel when, in the opinion of the
Chief of the Personnel Service Division,
they can better be accomplished at the
unit. Examples of such actions are—

(a) Outprocessing of large groups.
(b) Military pay actions or complaints.
(¢) Personal affairs.

(2} The scheduling of special purpose teams
will be coordinated by the Chief of the
Personnel Service Division with the ap-
propriate personnel staff noncommissioned
officer. The size and composition of the
speeial purpose teams should be deter-

AGOQO 83834
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mined by the type of action and the num-
ber of soldiers requiring service.

The following examples are suggested
guides for determining use of special
purpose teams:

(2) Outprocessing. Use should be based on

(b) Personal affairs.

the forecast of losses.

Teams should be
sent to units periodically on a schedule
developed from experience with each
unit,

(c) Other aclions. A personnel staff non-

4)

commissioned officer may request special
purpose teams from the Personnel
Service Division when he feels process-
ing of an action can be performed more
profitably at the unit. He will coordi-
nate with the team leader of the Person-
nel Service Division functional team
primarily concerned with the action,
giving information on the type of action
and the number of soldiers involved.
The personne! staff noncommissioned
officer will provide an adequate work area
angd insure that the soldiers to be processed
are present and possess all required docu-
ments.

b. Second echelon.support teams (app. 6-V1).

(D

()

Second echelon support teams from the
Personnel Service Division should be
attached to units of battalion or larger
size, when they are detached from the
division for over 30 days. These teams
should be composed of personnel from the
Personnel Records, Personnel Manage-
ment, Personnel Action, and Military Pay
Branches of the Personnel Service Divi-
sion. Normally they will be the clerks who
maintain the personnel records of the
detached unit. A typical battalion-size
second echelon support team is shown in
appendix 6-VI.

Determination of the advisability of
attaching a second echelon support team
to a unit should be made by the division
adjutant general, after considering the
desires of the affected commander. Two
factors to consider in making the decision
are the length of the detachment and the
distance of the umit from the Personnel
Service Division. Second echelon support
teams should be attached to the unit only
when & loss of efficieney would result from
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maintaining the records at the Personnel

Service Division,

(3) When a battalion or brigade is attached to
another division for a prolonged period
(normally over 30 days), the second
echelon support team should be integrated
into the Personnel Service Division of the
new division. However, if the battalion
or brigade is detached for separate opera-
tions, the procedures in (a) and (b) below
will be used.

(a) When a battalion is detached from the
division, the second echelon support
team will be attached to the battalion
headguarters to form a battalion person-
nel section. In this case, the battalion
personnel staff noncommissioned officer
will function as s personnel sergeant ahd
the battalion S1 as personnel officer.

{t) When a brigade with attached battalions
is detached from the division, the second
echelon support teams may be attached
in either of two ways—

1. Attached to brigade headguarters. The
brigade operates a personnel section
for all assigned and attached units.
The brigade personnel staff noncom-
missioned officer should function as
personnel sergeant and the brigade
81 as personnel officer. There should
be no change in the functions of bat-

(4)

(5)

talion personnel staff noncommis-
sioned officers except that they should
deal with the second echelon support
team attached to brigade head-
quarters instead of with the Personnel
Bervice Division.

2. Alached to battolion headquarters,
Each battalion operates a separate
personnel section as shown im (a)
above, and the personnel records of
the brigade headquarters are inte-
grated with those of the battalion.

The method of attachment to be used
should be determined jointly by the
division adjutant general and the affected
brigade commander prior to detachment.
When a unit is attached to another divi-
sion, the individual punched cards are
transferred to the new division with the
other personnel records. When the unit
operates separately, the cards will be
retained by the parent division, and the
detached unit will operate manually.
The personnel section formed- by the
second echelon support team. will act on
documents received based on the autharity
delegated to the commander. Actions or
documents requiring higher headquarters
approval or action will be forwarded to the
next higher headquarters for necessary
action.

AGOD B3BIA
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APPENDIX 6-I
PUNCH CARD MACHINE WORK REQUEST (DA FORM 2749-R)

1. Punch Card Machine Work Request (fig.
9-1-2.1). This form is designed to facilitate and
control requests for punched card machine services
by using agencies. The form should be submitted
in duplicate to the Chief of the Personnel Service
Division, who will provide such assistance as may be
necessary for its completion. A brief explanation
to the requesting agency for the completion of the
Punch Card Machine Work Request follows:

DATE. Enter date request is initiated.

IDENTIFICATION NUMBER.
blank—for use by Machine Processing Unit.

FROM. Enter sufficient information to-fully
identify requesting agency.

Block 1. JOB REQUESTED. Indicate by
checking appropriate box whether the request is to
be special (one-time) or of a recurring nature.

Block 2. TITLE OF JOB. Enter suggested
title descriptive of the contents of the completed
work.

Block 3. PERSONNEL OR UNITS CON-
CERNED. Check appropriate blocks as to identity
of personnel (officer, warrant officer or enlisted)
on which request is made, the status, suspense data,
or other data such as branch of service, date of
rank, etc. Under “Unit” check appropriate box as
to units for which request is made; if only a limited
number of companies or battalions is desired,
desighate selected ones.

Block 4. ADDITIONAL  QUALIFYING
DATA, Specify limitations regarding information
to be included in the completed work such as grade,
MOS (primary, duty or secondary), type of suspense
data, ETS, branch of service, organizations, or
other qualifying data. Limits as to units involved
should zlso be specified.

Block 5. SPECIFICATIONS.

¢. SERVICE REQUESTED. Check ap-
propriate box indicating format for the service re-
quested. (Summarized information is considered a
statistical report.) Under COPIES, enter number
desired. Under SEQUENCE gpecify whether
alphabetically, or by grade, by unit; or alphabeti-
cally within grade (or MOS, etc.} by unit, ete.

Leave

AGO 8383A

b. FREQUENCY. Check box indicating
frequency of the service required.

¢. DATA. Specify data to be printed on
completed job such as unit designation; columnar
headings; individual names, MOS, service numbers,
grades, or suspense actions:; authorizations; sub-
totals; totals; ete.

d. EFFECTIVE DATE. Status of infor-

: mation will be current as of 2400 hours on the effec-

tive date specified. To facilitate preparation of
reports by the Machine Processing Unit, effective
date normally should be the last day of the month.

e. DUE DATE. Enter the date on which
completed job is to be received by the using agency.
As a general guide, 8 minimum of 72 hours must be
allowed from the time of receipt of the work request
in the Machine Processing Unit until return of the
completed job.

Block 6. DISTRIBUTION BY MPU. Under
DESCRIPTION OF ITEM, enter title of report
or, if service includes several parts or listings and
punched cards enter each part, listing or set of
punched cards. Under COPIES indicate number
of copies to be distributed to each recipient. To
whom or to what office each copy of the service is
to be distributed will be indicated under RE-
CIPIENT Indicate under METHOD how service
is to be distributed—normal messenger channels,"
special courier, telephone, ete.

DESCRIPTION OF USE. Self-explanatory.

REMARKS. Enter any remarks deemed ap-
propriate such as reference to telephone ecalls,
authority, clarifying information not shown else-
where, etc.

TYPED NAME AND TITLE OF RE-
QUESTING PERSONNEL and SIGNATURE
OF REQUESTING PERSONNEL. Self-ex-
planatory.

2. Use of form. On receipt of the completed
Punch Card Machine Work Request, the Chief of
the Personnel Service Division will determine the
action to be taken and return the duplicate copy
to the initiator. Use of this work request is not
intended to limit request for punched card service
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but is to serve as a guide for using agencies to insure
they obtain needed information in the desired
format The Punch Card Machine Work Request
will provide also the necessary controls and infor-
mation to establish machine procedures, scheduling,

A6-2

and distribution. Use of this form does not preclude
verbal requests for machine services when the
urgency of the request may demand immediate
action. Telephone requests for items of data on an
individual may be made at any time.

AGO 83834


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


AR 600-17

APPENDIX ¢-II

PERSONNEL INFORMATION ROSTER
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APPENDIX 6-III

PERSONNEL INVENTORY REPORT
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PERSONNEL INVENTORY REPORT—Continued
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PERSONNEL INVENTORY REPORT—Continued
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PERSONNEL INVENTORY REPORT—Continued
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APPENDIX 6-IV

PERSONNEL QUALIFICATIONS ROSTER
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APPENDIX 6-V

PERSONNEL SUSPENSE ROSTER
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APPENDIX 6-V1
TYPICAL SECOND ECHELON SUPPORT TEAM
DESIGNED TO SUPPORT A DETACHED BATTALION
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CHAPTER 8
DOCUMENT ROUTING

8-1. General. a. To insure that the division
personnel support system operates effectively and
efficiently, Part II contains standing operating
pracedures to be followed in the processing of per-
sonnel matters. Not sll actions or documents that
may occur or originate in a unit are covered by
specific procedures. Only those most cominon
have been standardized. These procedures are
broken down into specific actions to be taken at
various levels of command by the company clerk
and the battalion or brigade personnel staff non-
commissioned officer. The numbering sequence
used in these procedures is a series of three num-
bers, each separated by s dash and representing
definite items.

(1) The first number represents both the chap-
ter where the procedure is to be found,
and the specific level of command repre-
sented, i.e., 9 1s Brigade, 10 is Battalion
and 11 is Company.

{2) The second number enables the procedures
to be subdivided into functional areas as

follows:
Cods digil Punctional
1 Personnel Management
2 Personnel Actions and Personal Affairs
3 Military Pay
4 Records
5 General Administration

{8) The third number is the specific procedure
to be followed, e.g., Procedure 9-1-1 is the
first procedure under Personnel Manage-
ment st Brigade level, and Procedure
11-4-3 is the third procedure under Rec-
ords at Company level.

Procedures established for higher level organiza-
tions, i.e., brigades or battalions, are based on docu-
ment routing channels in appendix 8-1. If a docu-
ment is to bypass a headquarters, no procedure for
processing that document at that level was written.

b. No specific procedure has been written cover-
ing requests from unit commanders for personnel
records from the Personnel Service Division. These
requests will be handled by either a telephone or

AGO 83534

written request from the commander concerned or
his representative to the appropriate records clerk
in the composite team. An informal control method
to account for these records will be devised between
the records team leader and the personnel staff non-
commissioned officer serving the unit.

8-2. Document routing channels. o. Under the
concept of a consolidated personnel section, with
all personnel records maintained at a central loca-
tion and the elimination of unit personnel sections
at lower levels, it became necessary to review the
existing channels through which documents flow
for action. As a result of this review and consider-
ing the location of personnel records, it is apparent
that routing channels for documents must be speci-
fied to insure that the concept works efficiently and
speedily. In developing document routing chan-
nels, the following factors were considered:

{1) Removal of personnel records to a higher
headquarters means they are no longer
available at lower headquarters to check
documents,

(2) Lack of personnel to handle routine cleri-
cal operations.

{3) Whether the unit actually needs to act on
the document or whether it is merely a
source of “nice to know” information.

(4) Removal of the personnel records to a
higher headquarters automatically with-
draws approval authority for certain
actions.

(5) Whether the document or action affects
combat efficiency of the unit or is merely
routine administration.

(6) Requirements of existing Army directives.

(7) Brigade, Division Artillery and Support
Command are primarily tactical units, not
administrative,

b. Based on the considerations in a above, three
general channels have been developed for the rout-
ing of documents:

(1) Direct from companies to the Personnel
Service Division,

(2) From companies through battalions to the

8-1
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Personnel Service Division,
major subordinate commands.
{3) From companies through battalions and
major subordinate commands to the Per-
sonnel Service Division.
¢. Appendix 8-1 prescribes routing channels for
most documents initiated at company level. If a
document or action originates that is not listed in
the appendix, the appendix may be used as a guide
to the general flow pattern of documents through
channels, and the new document fitted into the
routing channel &s seems appropriate. The under-
lying principle on which routing channels are based
is that each commander must be allowed the
prerogative of influencing personnel actions which
potentially or actually bear on the combat effect-
iveness of his command. Routing channels could
not be specified for certain typesof documents, there-
fore, routings for these documents are explained by
a legend extending across the last three columns.*
(1) On the Document Routing Channels
Chart (app. 8-1), the first column lists the
documents alphabetically by functional
group.
(2) The next column is headed Co—PSD.
An “X” in this column means the docu-
ment is sent from company direct to the
Personnel Service Division.
(3) The third column is headed Co—Bn—
PSD. An “X" in this column means the
document is sent from the company to

bypassing

* The document routing channels are those auggested for garrison or
peacetime gperation. Under where attach s to
brigades will change rapidly there will have to be modifications made to
the routings. It ia recommended that under combat conditions divisional
brigades, except for Division Artillery and Support Command, be removed
from the administrative chain completely, except for \‘.hmr badqum
companiea. Thus under these conditions, the d
appendix 8-1, will be changed to eliminate the last enlumn completely.
all X's in that column to be transferred to the next column headed {Co—
Bn—PS8D). There will then be only two channels for the maneuver unite,
direct from company to PSD or from company to battalion to PSD. Divi-
aion Artillery and Bupport Command will continue to operate as usual.

hat conditk

8-2

battalion and then to the Personnel Serv-
ice Division,

(4) The last column is headed Co—Bn—-Brig
—PSD. An “X” in this column means the
document is sent from company to battal-
ion, to brigade, to the Personnel Service
Division. -

(5) Whenever the word “Info” is used in a
column following an “X’ in a previous
column, it means the document is sent
direct to the unit specified by the “X”
but an information copy of the basic docu-
ment is sent to the headquarters, speci-
fied by the word “Info.”

d. Separate divisional battalions will forward all
documents they receive or initiate, which require
higher headquarters approval, direct to the Per-
sonnel Service Division regardless of routing chan-
nels. Those explained by a legend will follow that
route prior to going to the Personnel Service Divi-
sion, '

€. Beparate nondivisional brigades may use ap-
pendix 81 by eliminating the last column {Co—
Bn—Brig—P8D) completely, all X’s in that column
to be transferred to the preceding column to read
“Co—DBrig.” Documents or actions which require
approval authority not delegated to the separate
brigade will be forwarded to the brigade’s next
higher headquarters for necessary action.

f. The procedure in e above would also apply to
a divisional brigade with its attached battalions,
being supported by a second echelon support team,
while detached from the division for separate
operations.

g. If a divisional battalion is detached for sepa-
rate operations and is being supported by a second
echelon support team, all documents will go from
company to battalion. The battalion will forward
those requiring approval to the next higher head-
quarters.

AGO 833834
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APPENDIX 8-I

DOCUMENT ROUTING CHANNELS

Co
Co bn
. Co bn brig
Subject of document PSD FPSD PS.
1. Absence (leave or pass). (Unit normally approves without refer-
ral except:
a. Excessleave_ _ __ e _. X
b. All officers and headquarters staff NCO's_____.____________. As required by loeal policy.
¢. Countries outside CONUS __ __ o |eamoccoeees X
2. Appointment or reduction of EM:
a. Permapeni appointment of EM __ __ . ___ ... . ..._.. Unit to appointing authority.
b. Reduetionol EM_________________ ... _________. Unit te appointing authority.
¢. Temporary appointment of EM _ . ... o .. .. ______. Unit to appointing authority.
. Assignment, reassignment.:
&. Compassionate reassignment________._..______-—-- T X
b. Curiailment or extension of foreign service tour_ . ___________ X Info
¢. Deferment from oversealevy____.____________._ R P X
d. Exchange assignment. __ o oo X
e. Intradivisional reassignment. . ... e oo X
f. Permissive assignment__ _______ . eue | cwaa————e X
g. Special assignments (MAAG, ROTC, ete.)o ... __ As required by pertinent regulation.
h. Volunteer for foreign serviee__ ___ . .- o ocmeaaaooo X Info
. Awards and decorations:
a. Awards and decorations other than Good Conduet Medal .. ___ |- .o .._... X
b. Good Conduet Medal . _ .. __ . __ .- X
. Classification actions:
2. Army Language Testing. . __..___ . ___.___. X
b. On-the-job traiming. . .. ... oo X Info
¢. Pro-pay, granting or withdrawal ... _____________________- X Info
d. Reelassification_____ . e cecaaac | e X
e. Retest in Army Classifieation Battery..______ . ._.._. .. X
. Deatha:
a8, Casualty reports.____ ool e | memceeim X Inio
b. Letters to next of kin_ _ __ ___ . o eeooo- X Info
. Discharge, elimination or separation:
a. Dependency discharge__ __ .| X
b, Early separation__- .. _ . il e X
¢. Elimination of homosexual ______ o lamae oo X
d. Elimination of unfit and unsuitable_ .. __ oo aaecaa oo X
e, Hardship disecharge_ . . ____ e X
f. Home of record, separation_ __ . oo iooooooooooon- X
g- Retirement (EM only) . _ . e l_a X Info
h. Territorial separation. . . ... .. .l .o ___.- X
. Enlistment, reenlistment:
a. Bar from reenlistment______ __ oo mmmmcccccvema e e X
b. Digcharge and reenlistment. . .. ... oo e X
e. Extension of enlistment_ _ ____ . o X
d. Waiver for reenlistment . . o . . oo |memcmmmrame————— X
. Officer actiona:
a. Appointment RA officer and warrant offieer___ .. |eeoormenmo e X
b. Appointment USAR officer and warrant officer- - ___.______ | | X
¢. Branch transfer__ ... . .. i) menecmseeme | X
d. Category declination or renewal . - - _cueo oo X
¢. Elimination of substandard officer_ - - oo i o e e e e X
1. Relief from active duty ___ . .o e m e emom e e X
g Resignation . . . e i i cme e X
h. Retirement._ . ___ o o e cmcecemeeee e e e X
i. Temporary promotion of officer and warrant officer__________ |- . _.cei|iemmaiolaal X
AGO 83834 Ag-1
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DOCUMENT ROUTING CHANNELS—Continued

Co
Co bn
Co b brlﬁ
Subject of decument PSD PSD P8,
10. Pay actions:
. Advance pay. .- - eedeeoaoo X
b. Advance travel PAY._ .o e emaaas X
e. Allotmentof pay.____ oL X
d. Partial pay. i ciicicceimmemmmm————————— X
e. Pro-rate indebtedness to Government:
(1) Under $100_ . - - oo cccccmmcear e —ae X
(2) Over $100_ . . ecccccccccce] e mccccccccc e eem e e naa X
f. Separate rations, start or terminate. .. ... _-aocaceoaocaor. X
g Soldiers deposit withdrawal __________________________.___ X
11. Reports:
8. AWOL, inventory of personal property_____________________ X
b, AWOL 1eports . - e caa—aas X Info info
¢. Commanders Evalusation Report______ ... ____.._.._._..._.. Rater to indorser to unit CO to PSD,
d. Desertion report ... iaeccacianaan X Info Info
e. Enlisted Efficiency Rating. ... eos X
f. Morning Report._ - - | cmeeieeaeos X Info
g. Officer Effictency Report________ __ . .. oo As required by rater, indorser and review channels.
h. Personnel Daily Summary__ e i e X
i. USAR Officer Efficieney Report___________________________ As required by rater, indorser and review channels.

Verified Personcel Information Roster

12. School or special training:

prepo e

13.

PPOBPERTIER O A0 TP

Airborne training. .- - - oo ocecmcoimmmccrae e ncaan— e —n
Civil schools_ _. _ e
Officer Candidate School applieation. . ..o oo oo nocaananon
Ranger training. - oo
Service schools. _ .. - o maececccaacmaeeon-
Special Forces training_ . .. . . ..

pecml actions:

Army Emergency Relief______________________________..__
Change of name, service number, date of birth_. ... ... ...
Dependents ID eards_ ___ . __.___._._._.
Dependents travel. ..o . oo e aiiieaen
Eligibility for mortgage insuranee______ . ___________._
Extraet Record of Military Convictions. .- oo ccoccemeenoonn-

Medical/dental records___ __ __ . ... e aaa...
Medical examination and immunization notifieation______.____
Orders, issuanee of . e iicaienaaan

- Request for information__________________________________

Retired Serviceman's Family Protection Plan. ... ... ... _.
Security clearanee - - - oo
Soeial security number, new or change_ . ____ . .o ......
Suspension of favorable personnel actions_____._..____.____.

X

X
X
Indorse by immediate and next higher command.

X

________________ X
X .

Headquarters with Aymy Emergency Relief Officer.
X .
X
X
X
X
X
X
As required by loeal policy.

X
X

................ X
.4
X

________________ X
X
X Info

Info

A8-2
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PART TWO. PROCEDURES

CHAPTER 9
PROCEDURES AT BRIGADE LEVEL

AR 600-17

AGO 8383A

Section I. GENERAL

9-1. General. The operating procedures detailed in this chapter will be fol-
lowed by personnel staff noncommissioned officers of brigade-size units to stand-
ardize and simplify procedures for implementing the division personnel support
system The procedures do not cover every conceivable type of personnel action,
reports, etc., that could be initiated at company level and channeled through
brigade headquarters. Rather, they represent the most common actions which
will be routed through brigade headquarters.

9-2. Actions initiated at brigade level. The procedures to follow for actions
initiated by brigade headquarters and headquarters companies (and required to
be routed to the next higher headquarters) will be found in chapter 10. In those
cases the brigade personnel staff NCO functions in relation to the headquarters
and headquarters company exactly as the battalion personnel staff NCO functions
in relation to the companies of the battalion. .

9-3. Exceptions. If a request for some type of action is received that is not
covered by a written procedure, the personnel staff NCO will check the applicable
regulation(s). In case the meaning or the procedure to be followed is not clear, he
will contact the Personnel Service Division for advice or guidance.

9-1
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Section I, PERSONNEL MANAGEMENT PROCEDURES
Procedure 9—1-—1

AUS AND USAR PROMOTION TO FIRST LIEUTENANT AND CHIEF
WARRANT OFFICER (W2)

1. Reference.
a. AR 135-155.
b. AR 135-158.
¢. AR 624-115.
d. AR 624-155.

2. Forms,

a. DA Form 78 {(Recommendation for Promo-
tion of Officer).

b. DA Form 2446-R (Request for Orders).
This form will be reproduced locally on 8- by
1014-inch paper.

¢. DA Form 1049 (Personnel Action).

3. General. a. The brigade commander may be
delegated authority to promote from second
lieutenant to first lieutenant.

b. The authority to approve the promotion of
warrant officer (W1) to chief warrant officer (W2)
is delegated to the brigade commander.

¢. The PSD will automatically furnish a partially
completed DA Form 78 (Recommendation for Pro-
motion of Officer) to the appropriate commander
prior to the time the officer or warrant officer is
eligible for promotion.

4. Procedure. a. Except for officers assigned to
the brigade headquarters, the recommendation for
promotion will be received with indorsements by the
unit commander and the appropriate battalion
commander. The recommendation for individuals
assigned to brigade headquarters will be received
direct from the PSD.

(1) Check the 81 file to insure that no flagging

action under AR 600-31 is in effect on the

9-2

individual. A recommendation will not
be submitted while any investigation
under AR 600-31 is in progress.

(2) Verify individual’s promotion eligibility,
using data in the recommendation.

(3) Submit the recommendation through the
81, to the brigade commander in accord-
ance with staff procedure.

b. When the brigade commander has promotion
authority, the approved recommendation will be
forwarded to the PSD for publication of the pro-
motion orders.

{1) Prepare a request for orders which will he
an inclosure to the approving indorsement
{fig. 9-1-1.1) (temporary promotion only).

{2) Prepare the approprate indorsement ap-
proving or disapproving the recommenda-
tion. The indorsement must state that no
investigation under AR 600-31 is in
progress,

(3) Dispatch the correspondence to the PSD
after approval and signature in accordance
with normal staff procedures.

¢. When the brigade commander does not have
promotion authority he will make a recommenda-
tion and forward the DA Form 78 as shown in
b(2} and (3) above for action by the division com-
mander.

d. When the brigade commander recommends
disapproval of the promotion, the indorsement will
indicate specific reasons for disapproval and will be
forwarded to PSD for further action as required by
AR 624-155.

AGO 8383A


SimS
Pencil

SimS
Pencil

SimS
Pencil


AR 600-17

{AR 310- 1)

REQUEST FOR ORDERS

DATEOF REQUEST

1 December 1961

ca, v, Miller,
ATIN: AG-PSD

o4

PROM:

€O, 21st Inf Brigade

PART |

MNAME OF FORMAT (Pages 65 tha 316, AR 310-10)

TEMPORARY PROMOTION OF COMMISSIONED OFFICER

TC NUMBER

301

PART Il

STANCARD NAME LINK (ANL) (Pages 2[5 and Fig 9, AR 310 - 10)

LINGEN, THOMAS W 01923049 INF Co B lat Bn 21st Inf Brigade Ft Miller Utah

PART Il - USE SELECTED FORMAT AS MODEL

LEAD LinE (LL)

YARIABLE RESFPONSES

Grade (fr-to): 2ND Lt to 1ST Lt
DOR: 5 December 1961
AUS PED: S December 1961

u:quu'rln'ir:mnﬂ)mf or Printed)
[+)

$IGNATURE

pls /&/QMJ

L4
DA 1 :Ao:!! 2446‘“ REFLACES OA FORM 2440-R, 1 SEP 081, WHICH 18 OBOLETE,

Figure 9-1-1.1

AGO §283A
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Procedure 9-1-2
STRENGTH REPORTS

1. References. None.
2. Forms.
a. Suggested format (ch. 10, fig. 10-1-5.1)
b. DA Form 2749-R (Punch Card Machine
Work Request).

3. General. ¢. The brigade personnel staff NCO
maintains current personnel statistical data on the
major elements of the brigade. This is the principle
source of current personnel strength data for use by
the brigade staff. Suggested format for maintain-
ing this data is shown in chapter 10.

b. If the brigade desires a consolidated brigade
Personnel Inventory Report, the brigade personnel
staff NCO will prepare a PCM Work Request to
obtain the report from the PSD Machine Processing
Unit. A sample of Punch Card Machine Work
Request (DA Form 2749-R) is shown in figure
9-1-2.1.

¢. Each battalion personnel staff NCO will
furnish the brigade personnel staff NCO all com-
pany morning reports. These reports provide
source of data to adjust brigade strength charts
maintained in the 81 section. This will also provide
the brigade with detailed strength data on each

organic unit and allow preparation of any required
planning data without recourse to subordinate units

4. Procedure. a. Upon receipt of the unit morn-
ing reports from each battalion—

(1) Transeribe the data from the morning
report to the strength chart.

(2) If required, -furnish the unit morning

- reports to the brigade S1 for his informa-
tion.

(3) Prepare periodic extracts of the strength
chart for the -brigade staff as required by
the S1.

{(4) Hand carry the morning reports to the
PSD.

.b. The monthly Personnel Inventory Report
indicates the total personnel authorized and as-
signed by MOS, and projected gains and losses for
30, 60, and 90 days. Upon receipt of the Personnel
inventory Report—

(1) Examine the projections in each MOS to .
evaluate the possibilities of future MOS
shortages within the battalions.

(2) Furnish the Personnel Inventory Report
to the S1 for his information,

"AGO 83834
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PUNCH CARD MACHINE WORK REQUEST paTe MPU CONTROL NUMBER
(Subedt in Drupiicate)
(AR §00-16) 13 Bov 1963 FOR MPU USE

TO:

Chief, Personnel Service Divislon

ATTN: Administrative Machine Branch

FROM:

Commanding Offjcer
Fort Miller, Utah

19th Infantry Brigade

1. JOB REQUESTED (Check appropriate block.).
[OsreziaL E ) reEcuRrRrING

2. TITLE CF JOB

Persommel Inventory Heport

PERSONNEL OR UNITS CONCERNED(Chack applicable block({s).}

EJ oFriCER [J WARRANT OFFICER
X assignED

CJarracsep

(O AesenT

K] AuvtThormizeED
[)sUsSPENIE DATA (Specity)

L] QuALIFICATIONS DATA (Specily)

[] ©THER (Specity)

X} enuisTED

X uNnITiIn)
O oivision
X ]erigioe
[ saTTauion
) company
[ secrion
I pETACHMENT
) oTHER (Specity)

4. ADDITIONAL QUALIFYING DATA (D ibe fully all

parsonnel or units indicated.)

y datn of requirementa to ba used In the eilmination

Include all units -attached to the Bq 19th Infantry Brigade,

or selection of the

SPECIFICATIONS

(See Remarke)

-~ SERVICE REQUESTED b. FREQUENCY
COMES SEQUENCE
[ rosTER/LISTING Cloany
K]STATHTICAL REPORT [l weexLy
] PUNCHED CARDS ] moNTHLY
[ o THER (Specify) Officer-Enlisted ] oNE=-TIME
' (quuately) ] ©THER (Specity)
DMOS
Aathoriszed Sty B ade)
e- DATA (Spacily data to be indicated on cetde, rostars/listings or nwﬂt-)‘saim Strength By &'ﬂd’)
Gaing
losees

d. EFFECYIVE DATE (As of date)

¢. DUE DATE (Ses Note 4 on reversa,)

AGO 85383A

day of each month 3rd work day
. DISTRIBUTION BY MPU (Liat sach copy)
DESCRIPTION OF ITEM COPIES RECIPIENT l METHOD
{abulation 3 eEsE
DA FGRM 27),9-R, 1 DEC 63
Figure 9-1-2.1.
9-5
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DESCRIPTION OF USE (Include & brisf statement of what the report will be used for.)

To apprise the Brigade Commander of his personnel situation.

REMARKS

1. Prepare 2 tabulation for officer and enlisted personnel assigned to units of
this command by DHOS (L digits).

2+ Within each DHOS separate lines for authorized and assipgned strength.

3. The assigned strength is further broken down by: (a separate line)

P:0S=DH0S Same
PHOS=TI0S Same
P05=-pH0S Different
P0S=-Di05 Different

a. Pro/pay/yes
b. Pro/pPay No
ce Pro/Pay/do
de Pro/Pay/io

La The assigned strength will be followed by separate lines for projected gainé
and projected losses for each of the three months following the efifective date of the
report.,

5¢ Each line will indicate DMOS, Line title, grade spread, (totals by grade and
aggregate) Line titles are as follows:

Pos  DMOS GRADE

2200C AUTH X

| OK XKXX ASGD P/P-YES PHMOS=DN0S SAHE XL XX XX

| oo sooxx ASGD P/P-3N0 PUOS-DHOS SAME xc
XX ASGD P/P-TES PHOS~DHOS DIFF =
100 ASGD P/P=YES PMOS=DMOS DIFF xx
oKX GAINS lst MOKTH : '4
Jorxx LOSSES  1st MONTT!
300 GAINS 2nd MONTH xx
AXHKAX LOSSEE 2nd WONTH xX
XK GAINS 3rd MONTH xx
XXX 10SSES  3rd MONTH xx

{See Attached Copy)

TYPED NAME AND TITLE OF REQUESTING PERSONNEL BIGNATURE OF REQUESTING PERIONNEL

JOHN T. UHDERJOOD

Set R ,
Personnel Staff NCO f.ﬂ/xﬁ % . //,/,;/;M_/,-z («(

NOTES

1. Separate Work Requests are required for each job or to be taken and any changes due to technical necessity.
parts thereof containing separate specifications,
4. *‘Due Date’ is date completed work is due in the

2. Identified samples of completed job ar report format hands of the requesting agency. Consideration must be
may be submitted if deemed necessary. - given tothe volume of job and prior requirements placed
on the Machine Processing Unit. Normelly 72 hours will
3. The Personnel Setvice Division will return one copy be the minimum time in which a punched card report

of the Work Request as acknowledgment indicating action| can be prepared.

Figure 9-1-2.1-~Continued.

-6 AGO 83834
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Continuation of PCK Work Request (Remarks)

6., Indicate the net difference between authorized and
assigned totals by grade.

7. Indicate the net difference between projected gains and
projected losses for each period by grade,

Figure 9-1-%2./—Continued.
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Section ITI. PERSONNEL ACTIONS AND PERSONAL AFFAIRS PROCEDURES
Procedure 9-2-1 )
OFFICER EFFICIENCY REPORTS

1. References.
a. AR 623-105,
b. AR 140-143.
2. Forms.
a. DA Form 67-5 (U.S. Army Officer Efficiency
Report).
b. Buggested format (ch. 10, fig. 10-2-2.1).

3. General. 2. Major subordinate commands of

the division should have published directives
establishing rater/indorser/reviewer relationships
for officer efficiency reports by TOE position titles.
b. U.S. Army Officer Efficiency Reports (DA
Form 67-5) will be received from either the PSD
or the attached battalion in a sealed envelope
attached to a letter of instructions. The brigade
personnel staff NCO will provide necessary controls
over the report to insure that it is completed by the
appropriate officers within the time allotted by the
PSD.
" ¢ The counseling of officers required by AR
623-105 is a specific responsibility of the individ-
ual’s rating officer. The personnel staff NCOQ,

according to command policies, may be required to
prepare periodic notices for the brigade staff that
such counseling is required.

4. Procedure. a. When an efficiency report is
received from the PSD or attached battalion for
completion—

(1) Verify the accuracy of the indicated rater,
indorser, and reviewer, based on the as-
signment of the rated officer and the desig-
nated rater/indorser/reviewer relation-
ships in the brigade.

(2) Complete the appropriate entries on the
control sheet and dispatch the report to
the appropriate officer. ° See figure
10-2-2.1 for a sample control sheet.

b. Completed reports or reports requiring indorse-
ment or review by an officer at division head-
quarters will be transmitted in a sealed envelope to
the PSD. ,

¢. Contact the personnel staff NCO at the next
subordinate echelon whenever it is necessary to
clarify a rater/indorser relationship on an efficiency
report prepared at that echelon,

AGO 8383A
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Procedure 9-2-2 :
REPORT FOR SUSPENSION OF FAVORABLE PERSONNEL ACTION

1. Reference. AR 600-31.

2, Form. DA Form 268 (Report for Suspensicn
of Favorable Personnel Actions).

3. General. a. The establishment of flagging
action on security cases under paragraph 3a,
AR 600-31, will be effected only by division head-
quarters.

b. Flagging action on nonsecurity cases involving
officers or warrant officers on active duty, or reserve
officers and warrant officers on active duty as
enlisted men, will be accomplished by the PSD.
Where actions of the nature outlined in paragraph
3b and ¢, AR 600-31 have occurred, a report will
be made to the GCM authority by the commander
having cognizance of the circumstances. Flagging
actions will be initiated by GCM authority, if
appropriate, based on the report of the cognizant
commander.

c. Flagging action on enlisted personnel, other
than those holding reserve commissions or warrant
officer appointments, normally will be initated by
the soldier’'s unit commander. However, any
agency conducting an investigation may initiate
flagging action. .

d. The brigade personnel staff NCO will handle
the administrative processing incident to a Report
of Suspension of Favorable Personnel Actions re-
ceived in brigade headquarters.

(1) The S1 and the commander should be kept
informed of the status of each flagging
action within the command under para-
graph 3a, AR 600-31.

(2) A suspense file should be maintained to
insure the submission of interim reports on
the schedule required by AR 600-31.

(3) DA Form 268 must be verified to insure
the appropriateness of the flagging action.

4. Procedure. a. Upon receipt of an informa-
tion copy of DA Form 268, determine the reason
for flagging action and the headquarters controlling
the action.

(1) Cases controlled by the division com-
mander or other agencies outside the
brigade—

(a) Contact the battalion personnel staff

AGO 83g3A

NCO concerned to insure he has re-
ceived notice of flagging action.

(b) Determine the nature and status of the
situation requiring establishment of
flagging action.

(¢} Furnish DA Form 268 to the S1 and
give him a verbal briefing on the situa-
tion.

{d) File the DA Form 268 in a special °
folder established for this purpose in the
S1 files. Remove initial or interim re-
ports from the file only when final ac-
tion has been taken and flagging action
removed. This file should at all times
indicate the flagging actions currently
in effect within the brigade.

(2) Cases controlled by units within the
brigade—

(@) Verily completeness of the DA Form
268 and appropriateness of the flagging
action under command directives.

(b) Advise the 81 of unususal cases or cases
deserving immediate command atten-
tion under local policy. )

{¢) Tile brigade copy of the DA Form 268
in the 81 file established for this pur-
pose (a(1)(d) above).

{(d) Place an informal note in the 81 sus-
pense file indicating due date of next
interim report.

b. Interim reports should be submitted by the
commander controlling the flagging action in ac-
cordance with the schedule in AR 600-31. When
an interim report is due as evidenced by the in-
formal memorandum in the suspense file the per-
sonnel stafil NCO will—

(1) Check the S1 file to determine if flagging
action is still current and .if an interim
report has been received.

(2) If the flagging action is still in effect and
no interim report has been received, the
controlling commander should be con-
tacted to determine status of the case.

(3) An interim or final report must be sub-
mitted by the commander controlling
flagging action in accordance with AR
600-31.
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AR 600-17

Section IV. GENERAL ADMINISTRATION
Procedure 9-5-1
REQUEST FOR SPECIAL ORDERS

1. Reference. AR 310-10.

2. Form. DA Form 2446-R (Request for
Orders).
3. General. a. The brigade commander may

publish those routine, eombat, and courts-martial
orders normally issued by & brigade except for—
(1) Special orders.
(2) Letter orders.

b. Special orders for the division are issued only
at the PSI). Organizations requiring special orders
will request such orders from the PSD and will
furnish the essential elements of the order, i.e.,
standard name line, lead lines, and responses ap-
propriate to the type of order required (Procedure
10~-5-1).

¢. The majority of special orders required to ac-
complish a specific personnel action will be issued

9~10

automatically by the PSD upon approval of the
action. When an organization below division head-
quarters has approving authority for an action
requiring special orders, the orders must be speci-
fically requested. The PSD will establish a schedule
for the submission of requests for special orders.

d. Normally, special orders effecting intrabrigade -
reassignments directed by the brigade commander
will not be requested with an effective date earlier
than 2 days subsequent to date of approval. Re-
quests for orders with an earlier effective date will
be coordinated with the Chief, Personnel Manage-
ment Branch in the PSD.

4. Procedure. The procedure governing a re-
quest for orders for the brigade personnel staff NCO
is the same as for the battalion personnel staff NCO
{(ch. 10, Procedure 10-5-1).
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CHAPTER 10
PROCEDURES AT BATTALION LEVEL

AR 600-17

AGO 5798A

Section I. GENERAL

10-1. General. Operating procedures detailed in this chapter will be
followed by personnel staff noncommissioned officers of battalion sized
unifs in order to standardize and simplify procedures for implementing
the division personnel support system. The procedures contained herein
do not cover all personnel actions initiated at company level and channeled
through battalion headquarters; only the most common of these are
discussed.

10-2. Exceptions. . If a request for some type of action is received
that is not covered by a written procedure, the personnel staff non-
commissioned officer will refer to the applicable regulation(s). If the
meaning or the procedure to be followed is not clear, he will contact the
Personnel Service Division for advice and guidance.

b. If the routing of a document is not listed on the document routing
channels chart (app. 81) the personnel staff noncommissioned officer will
contact the personnel staff noncommissioned officer at his next higher
headquarters for advice and assistance.

10-3. Separate battalions. Separate battalions will in both cases deal
direct with the Personnel Serviee Division.
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C 1, AR 600-17

Section II.

PERSONNEL MANAGEMENT

Procedure 10-1-1
ENLISTED APPOINTMENTS

1. Reference. AR 624-200.

2. Form. Quota Letters for Temporary Ap-
pointment.

3. General. a. Allocations for the tempo-
rary appointment of enlisted personnel will be
made by the PSD to the battalion. The method
of selecting the soldiers to fill these allocations
is determined by the appointing authority, with
the exceptions of appointments to grades E-8
and E-9. Individuals recommended for ap-
pointments to these grades must appear before
an Appointment Board (see Procedure 3-28,
AR 600-16). The appointing authority may
allocate the appointment to the units of his
command or require appointments to be made
from all eligibles within the battalion. The
actual selections from the eligible soldiers who
were recommended may be accomplished with
or without a selection board for grades E—4
through E-7. The purpose of a board ia to
assist the commander in selecting the best quali-
fied individuals to be appointed from within the
battalion. Only soldiers meeting the DA ap-
pointment criteria in AR 624-200 and the ap-
pointment quota letter are to be recommended
to the board. The criteria to be used by the
board in selecting soldiers for appointments are
determined by local command policy. Only
personnel recommended for appointment to
grades E-8 or E-9 must appear before a selec-
tion board. This may be at battalion or higher
level depending on division policy.

b. Permanent appointments are based solely
on time in grade, When a soldier has sufficient
time in grade, that grade will automatically
become permanent. The necessary warrants
for NCO’s will be issued by the PSD. (Auto-
matic permanent appointments above the grade
of E-3 apply only to Regular Army personnel,)

4. Procedures.. a. The battalion command-
er will determine the method of distribution
of appointment allocations.

b. When allocations are to be made to each
unit the personnel staff NCO—

10-2

(1) Prepares a letter (fig. 10-1-1.1) to
each unit commander listing his ap-
pointment allocation for the month
and MOS to which appointments can-
not be made.

{2) Furnishes the list of eligible and in-
eligible individuals received from the
PSD to the units concerned.

{3) Requires submission of the recom-
mendations for appointments to the
battalion S1 section, and establishes
the latest date they will be accepted.

¢. Upon receipt of the recommendations from
the units-—

(1) Forwards the recommendations for
grade E—4 to the PSD for verification
of eligibility. '

Note. Upon receipt of the recommenda-
tions from the PSD, returns them to the
units for publication of appointment orders.

{2} Retainsg all recommendations for
grade E-5 and above (with the ex-
ception of E-8 and E-9 recommenda-
tions) until soldiers to be appointed
have been selected by the battalion
commander.

{(3) Forward the recommendation for ap-
pointment to grades E-8 and E-9 to
the PSD, after they have been ap-
proved by the battalion commander,

Note. Local policy may require that ap-
pointments to grades E-8 and E-9 be ac-
complished at division level.

(4} Advise eligible individuals prior to
their selection or recommendation for
appointments to grades E-7 through
E-9 of the provigions of AR 624-200
which requires soldiers to serve an
additional 2 years active duty on ap-
pointment to such grades prior to
being eligible for retirement, unless
at the time of appointment they are
eligible to retire in the same or higher
pay grade or fall within the scope of
the exceptions listed in AR 635-230.
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(5)

Forwards the names of those elected
for appointment by the battalion com-
mander to the senior management spe-
cialist of the appropriate composite
team for verification of eligibility and
initiation of request for orders.

d. The following procedures apply when se-
lection of soldiers to be appointed is made by a
battalion selection board:

(1)

*(2)

(3)

AGO 3T0BA

Requests recommendations from the
unit commanders (may be made in-
formally by telephone or by letter).

Follows the same procedure as out-
lined in ¢(3) above.

Informs the president of the board of
the suspense date established for rec-
ommendations to be submitted to bat-
talion headquarters.

(4)

(8)

(6)

(7)

(8)

C 1, AR 600-17

Determines what additional informa-
tion concerning the soldiers being rec-
ommended may be required by the
board. Obtains this additional in-
formation so it will be available on
the date the board is scheduled to
convene.

Furnishes the president of the board
with the recommendations and any
additional data required by local poli-
cies for the board’s consideration.
Notifies the appropriate first sergeant
of date, time, place, and uniform for
the board meeting.

Selections of the board must be ap-
proved by the battalion commander in
accordance with unit procedure.
Follows procedure outlined in e(5)
above.

10-2.1
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C 1, AR 600-17

HEADQUARTERS
1ST BATTALION, 19TH INFANTRY
FORT MILLER, UTAH

S=-18 Feb 1964
25 Jan 1964

SUBJECT: Quota for Temporary Appointments to Pay Grades E-4 through E-9

TO: Commanding Officer
© Co B, lst Bn, 19th Inf
Fort Miller, Utah

1. Reference: AR 624-200,

2, Authority 1is granted for you to effect temporary appointments during
the month of Feb 64 to the grades indicated. Appointments against this quota
will be accomplished only when personnel meet the c¢riteria set forth in reference
cited in paragraph 1 above, Return the names of the selected soldiers to be
appointed to this headquarters prior to the publication of orders,

E-4

3

3. Authority has been granted to this headquarters to effect temporary
appointments during the month of Feb 64 to the grades indicated below with
the exceptions of grades E8 and E9, Individuals names eligible for appoint-
ment to these grades are. attached. Recommendations for these individuals
should reach this headquarters NLT 5 Feb 64, Appointments against the
quota listed below will be accomplished- only when personnel meet the criteria
set forth in reference cited in paragraph 1 above, Recommendations for
appointment to grades E-5 tt ough E-7 will be in this headquartere NLT 18 Feb
1964,

2 2 1 3 2

W Figure 10-1-1.1.
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C 1, AR 600-17
SUBJECT: uota for Temporary Appointments to Fay Grades E-4 through E-9

4, Appointments to the following grades in the listed MOSs will not

be made:
E-9 (Only eligible personnel listed on attached roster)
E-8 (Same applies for this grade)
B-7 (Same applies for this grade)
E-6 073, 074, 078, 122, 141, 151, 177, 178,
E-5 464, 645, S11, 518, 524, 525, 542,
FOR THE CCMMANDER:
* 1 Incl s o~
Roster of eligible pers PAUL L. LINDQUIST
Capt, Int
Adjutant

*No Sample Frovided

wFigure 10-1-1.1—Continued.

10-4
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AR 600-17

Procedure 10-1-2
QUARTERLY SAMPLE SURVEY OF MILITARY PERSONNEL

1. References.

4. AR 600-45,

b. DA Pam 600-8.

2. Form. DA Form 1568-series (Sample Sur-
vey of Military Personnel).

3. General. a. The DA Form 1558-seriea sur-
vey forms required to be completed by certain
military personnel selected individually on the
basig of the last two digits of the service num-
ber, The survey is designed to provide De-
partment of the Army with data for planning,
establishing personnel policies, and determin-
ing attitudes, opinions, and characteristics of
Army personnel.

b, The survey of enlisted personnel will be
administered at battalion level under the super-
vision of an officer detailed by the S1 for this
purpose. Officere will be surveyed individually.
Instructions for the personnel who will eontrol
the survey will be provided by the PSD.

c. The battalion personnel staff NCO is re-
sponsible for the following tasks:

(1) Coordination of administrative details
between the PSD and units concerned.

{2) Orientation of the officer supervisor
and enlisted monitors in all phases of
their duties,

(3) Arranging for a suitable building or
area to be used for the administration
of the survey.

4. Procedure. a. The personnel management
specialist at the PSD will notify the personne!
staff NCO of the names of the personnel to be
surveyed and the date and time the PSD repre-
gentative will be prepared for the survey, The
necessary forms for administration of the sur-
vey will be furnished by the PSD. Upon re-
ceipt of this information the personnel staff
NCO must make arrangements for the adminis-
tration of the survey to the designated enlisted
personnel,

(1) Arrange for the use of a suitabie
building for the time and date the
survey is to be accomplished. The bat-
talion classroom or a mess hall may be
used.

(2) Notify the personne]l management spe-
cialist at the PSD of the place at
which the survey will be administered.

(3) Furnish all first sergeants the names

AGO 5798A

of the personnel to be surveyed and
the time, date, and place the survey is
to be administered.

{a) Obtain a list of the personnel who
will not be present for the survey,
and the reason for absence, from
the first sergeant of each unit.

(b) Furnish the personnel management
specialist at the PSD the names of
persons who are not available and
the reasons for their absences.

(4) Obtain from S1 the name of the bat.
talion officer who has been designated
to supervise the survey. Advise this
officer that—

(a¢) He has been designated to super-
vise the survey, and give him the
time, date, and place of the survey.

(b) He may study AR 600—45 and DA
Form 15568-series to become familiar
with required actions and duties.

(¢} He will have a sufficient number of
NCO (grade E—6 or over) monitors
to assist him in the administration
of the surevy {(5) (a) below).

(d) The PSD will furnish one personnel
management specialist and the 201
files of all individuals being sur-
veyed.

(e) The personmel management special-
ist will return all DA Form 1558-
serieg and 201 files to the PSD.

(5) Prorate the number of monitors
needed by the personnel management
specialist according to the ability of
the units in the battalion to furnish
NCO's.

{(a¢) Request each unit commander to
furnish the number of NCO moni-
tors required.

(b) Request the monitors be made avail.
able to the personnel staff NCO to
receive an orientation prior to ad-
ministration of the survey.

(¢) Orientation should include proce-
dures, administrative instructions,
and a discussion of each item on the
questionnaire,

b. Officers selected for the survey may be pro-
cessed on an individual basis. Normally only two
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or three officers of the battalion will be required to
complete s survey form. The personnel staff
NCO—

(1) Establishes a suspense date to insure
return of the questionnaire as required by
the PSD.

(2) Checks the completed questionnaire to

AGO 83834

3)

AR 600-17

insure each item has a response (if
applicable).

Dispatches the completed questionnaires
in a sealed envelope direct to the PSD in
accordance with instructions furnished
by the personnel management team
specialist. :
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AR 600-17

Procedure 10-1-3
RECLASSIFICATION

a. AR 40-501.
b. AR 195-11.
. AR 601-275.

d. AR 611-201,

e. AR 611-203.

/. AR 624-200.

2. Forms. .

a. DA Form 1049 (Personnel Action).

b. DD Form 95 (Memo Routing Slip).

3. General. a. The majority of individual clas-
sification and reclassification actions are conducted
directly between the PSD and the commander of
the organization to which soldier is assigned.

1. References.
¢

b. The classification authority is the division
commander who is also custodian of the personnel
records for all personnel assigned to the division,
Classification boards will be appointed by the classi-
fication authority for each battalion, if required.
Classification boards are not restricted to handling
cases from the organization providing the member-
ship of the board, and will act on any case forwarded
to the board by the classification authority.

¢. The battalion commander will nominate per-
sonnel for membership on classification boards in
response to a request from the PSD. The provisions
of AR 611-203 will be applied to the selection of
members for the board. Boards are responsive to
the requirements of the appointing authority, but
will forward Reports of Board Proceedings through
the battalion commander of the respondent.

4. Procedure. a. Upon receipt of a request for
reclassification action from the unit, the personnel
staffl NCO will—

(1) Determine whether classification board
action is required, and if so—

(@) Determine whether reclassification is

appropriate under current DA policies.

10-6

(6) Check MOS recomménded for award
againgt the unit TOE to insure it is
authorized in the unit and in AR 611-
201 for the soldier’s grade.

(¢) Inform the battalion commander a
classification board should be convened.

(d) After the battalion commander has
made his recommendations, forward the
DA Form 1049 to the senior personnel
management specialist in the PSI,

{2) If classification board action 4s nol re-
quired, follow the procedure in (1)(¢) and
(b) above and—

{a) Recommend appropriate action on
the request to the battalion commander.

(6) Return disapproved requests to initiat-
ing unit and direct the reassignment,
change of duty, etc. or

{¢} Forward approved requests to the PSD
without comment.

b. If a classification board is convened, the report
of the board proceedings will be transmitted by the
president of the board through the battalion com-
mander to the PSD.

(1) When the battalion commander believes
additionsal consideration should be given
to a case, he may so0 advise classification
authority, using letter of transmittal of
board proceedings.

{(2) The PSD acting for the classification
authority will consider the board recom-
mendations and publish any required
orders.

¢. When a soldier has OJT status for 120 days
and has not gqualified for award of the MOS, the
PSD will initiate an individual inquiry to determine
the status of the soldier. The personnel ataff NCO
will brief the S1 and forward the correspondence to
the unit commander for necessary action.

AGO 83834
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AR 600-17

Procedure 10-1-4
REQUEST FOR REASSIGNMENT

1. Reference. AR 614-6.

2, Forms.
e¢. DD Form 95 (Memo Routing Slip).
b. DA Form 1049 (Personnel Action).

3. General. a. Requests for reassignment sub-
mitted by enlisted personnel are transmitted
through battalion to the PSD. The battalion com-
mander recommends approval by deletion of the
“THRU" address on the request. Comment is not
required unless disapproval is recommended or
additiongal information is furnished.

b. Requests for reassignment submitted by
officers will be transmitted through battalion and
brigade to the PSD.

¢. The battalion personnel staff NCO’s responsi-
bilities are to insure that the request conforms to
division policies and to formulate a recommendation
on each request for approval by the commander.

4. Procedure. a, Upon receipt of request—

(1) Examine the correspondence for com-
pleteness and conformance with division
policies.

(2} Check the unit commander’s recommends-
tion to determine any unusual aspects of

the request; e.g., a problem which could

be resolved by the battalion commander
without reassignment of soldier; a re-

AGO 83834

755-008 O-65—5 (7240A)

assignment that can be effected by bat-
talion; situstions reflecting poor morale
within the command ; ete.

(3) Determine from the battalion MOS In-
ventory Report if the soldier’s MOS is
currently critical in the battalion. When
a soldier requests reassignment and his
MOS is critical, or will be critical in 30 to
90 days, the requested reassignment
normally is not forwarded with a recom-
mendation for approval.

(4) If approval is recommended, write a DD
Form 95, (fig. 10-1-4.1) or informal note
for the S1 and line out the “THRU”
address on the unit commander's com-
ment.

(5) If disapproval is recommended on a re-
quest for transfer out of the battalion,
write proposed comment to division and
submit to 81 for approval prior to final
typing,

b. Ii reassignments to be effected within the
battalion are approved by the battalion commander
within established division policies, orders are re-
quested in accordance with Procedure 10-5-1.

c. Reassignments between elements of the bat-
talion which are disapproved are returned to the
soldier through his unit commander.
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2, B does not hold a critical MOJ and is not & key
Porson.

3. Recommend approval.
h. Lineout the address and initial, if you spprove,

MEMO ROUTING SLIP NEVER USE FOR APPROVALS. DISAPPROVALS. | 201100
i CONCURRENCES. OR SIMILAR ACTIONS
TS ‘ NITIALS | CIRCULATE
81 [DATE | COoRAiiGs |

z FiLE
"GN

s WOTE AND

RETURR

"FER CON-
VERSATION

ry : SEEWE
STGRATURE

REMARKS

1. MOS 112.10 Bn Auth: 12
Bn Asgs 16

FROM DATE
MSaT 2 Dec
PHONET
D D FORM 95 ‘REPLACES PREVIGUS EDITION, fIGPO 1861-600239
1 OCT 60 /

Figure 10—-1-4.1.
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AR 600-17

Procedure 10~-1-5
STRENGTH REPORTS

1. Reference. AR 335-60.

2. Forms.

a. DA Form 1 (Morning Report).

b. DA Form 2471 (Miscellaneous Strength

Report).

3. General. a. The battalion personnel staff
NCO maintaing current personnel statistical data
on the major elements of the battalion, This is the
principal source of current personnel strength data
for baitalion staff use.

b. A Personnel Inventory Report (Parts 1I and
1V) will be furnished monthly to the battalion com-
mander by the PSD. This report will reflect the
authorized and actual strength of the battalion and
its companies in each MOS, and projected 30-,
60- and 90-day losses. The Personnel Inventory
Repori, will provide a source of data for determining
current and projected MOS shortages and overages
within the battalion.

¢. Unit morning reports will be submitted daily
to the battalion personnel staff NCO {except on
nonduty days). The personnel staff NCO will
distribute all morning reports to higher head-
quarters for the reporting elements of the battalion.
A definite time must be established for receipt of
morning reports in battalion headquarters in order
to allow a spot check of the reports before the first
scheduled messenger is available to hand-carry the
reports to the PSD. No delay can be tolerated in
the processing of the unit morning reports at the
PSD. Any reports delayed at unit or battalion
level will be hand-carried direct to the PSD by
special messenger,

4. Procedure. a. Morning reports will be hand-

AGO B383A

carried from tie unit to the battalion personnel staff
NCO who—

(1) Verifies the strength section of the morning
report by comparison between the preced-
ing day’s strength and the current morning
report remarks, Inaccuracies must be
reconciled with the unit clerk immediately.

(2) Extracts necessary information from the
morning reports in order to post the
battalion strength chart.

(3) Groups all unit morning reports, checks
to insure sufficient copies have been pro-
vided and all units have submitted reports.
Dispatches all unit morning reports to the
PSD according to local procedure.

{4) Posts the battalion daily strength chart
(fig. 10-1-5.1).

Note. In cases where the battalion is assigned to a brigade
the morning reports will be routed through the brigade staff
NCO so strength figures may be extracted.

b. When the Personnel Inventory Report is
received from the PSD, the personnel staff NCO—

(1) Transcribes the projected loss data from
Part II to the Battalion Daily Strength
Chart.

(2) Examines the projections of gains and
losses in each MOS within the battalion.

{3) Furnishes the Personnel Inventory Report
to the 81 for determination of existing
critical MOS’s and personnel shortages.

(4) Uses the information in the Personnel
Inventory Report for evaluating the effect
of individual personnel actions on the
MOS strength of the unit concerned.
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BATTALION DAILY STRENGTH CHART

H/H CO COMPANY A { COMPANY B COMPANY G . TOTAL
{
STATUS OFH WO [EN [OFF, WO EHCWF B
AUTHORIZED
ACTUAL

PRESENT FGR DUTY

HOSPITAL

AWOL

CONF

INTRANSIT

PROJECTED 30 DAYS:
GAINS

LOSSES

_0/s

PROJECTED 60 DAYS:
GAINS

TOSSES
ofs

PROJECTED 90 DAYS:
GAINS:

LOSSES

o/s
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Figure 10-1-5.1.
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AR 600-17

Procedure 10-1-6
COMMANDER’S EVALUATION REPORT

1. References.

a. AR 611-201.

b. AR 611-203.

¢. AR 611-205.

2. Form. DA Form 2166 (Commander’s Evalua-
tion Report).

‘3. General. The Commander’s Evaluation Re-
port (DA Form 2166) is used for evaluating each
eligible individual’s job performance and super-
visory or technical abilities. Because chapter 2,
AR 611-205, requires that each DA 2166 be re-
viewed, a rater/indorser/reviewer relationship
roster for the battalion may be required (fig.
10-1-6.1). It may be prepared in accordance with
local policy.

4. Procedure. a. Upon receipt of a DA Form
2166 requiring review, the PSNCO will—

AGO B383A

(1) Determine the reviewing officer.
{2) Prepare Section Ii1 for the reviewing
officer's signature.
b. Upon receipt of DA Form 2166 requiring
indorsement and review, the PSNCO will—
(1) Determine the indorser.
{2) Furnish the indorser with the DA Form
2166 and instructions to review appendix
II; AR 611-205 prior to making his
evaluation. .
{3) Upon completion of DA torm 2166 by the
indorser, follow the procedure in a above.
c. When the indorsing and/or reviewing officers
have completed DA Form 2166, check to insure it
has been completed by the proper individuals and
check all entries for accuracy.
d. Send the completed forms to the unit orderly
room.
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AR 600-17

10-12

______________________________ BATTALION
RATER/INDORSER/REVIEWER ROSTER
Posstions
o be rated Rater Indorger Reviewing officer
Platoon member___:___Plt sgt. . __.____ Pleoff . __.___._._ CO
Plat sgt_____________. Pltoff________.. CO e Bn CO/X0
Supply sgt_ ... _. Supply off .______ CO___ L .. Bn CO/X0O
Messsgt. ___________. Messoff . ..___.__ CO.___ .. _. Bn CO/X0
stsgb ______________ X0 ... CO__. . ___ Bn CO/X0O
Coelk ... __ Istsgh. ... .___. CO . Bn CO/X0
SMaj- .- _______.._. Adj/X0____.__. XO/BnCO____.__ Bn CO, brigade CO
PSNCO_____________. Adj/X0_______. XO0/BnCO._...... Bn CO, brigade CO

Note. This is a suggested format only.

Figure 10-1-6.1.
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Section III. PERSONNEL ACTIONS AND PERSONAL AFFAIRS PROCEDURES
Procedure 10-2-1
LEAVE

1. References.

a. AR 600-290,

b. AR 630-5.

2. Forms.

a. DA Form 31 (Request and Authority for
Absence).

b. DA Form 1049 (Personnel Action),

3. General. a. Detailed procedures for process-
ing ordinary leave depend principally on the leave
policies of the division commander. The internal
procedures in paragraph 4 are suggested as meeting
the broad requirements for control of leave by unit
commanders. ‘

b. Requests for leave outside the continental
United States are initiated by the individual and
submitted through his unit commander and the
battalion headquarters to the PSD. The battalion
personnel staff NCO must be familiar with pub-
lished DA restrictions on visits to foreign countries
and the administrative travel restrictions imposed
on military personnel.

e. Requests for ordinary leave submitted by
senior NCO's on the battalion staff normally are
processed through the staff officer concerned to the
unit commander for approval. The critical position
occupied by the battalion personnel staff NCO
requires that the battalion commander be informed
when an extended absence is requested by the per-
sonnel staff NCO. This information may be con-
veyed through the S1 or the battalion sergeant
major, according to local policy.

4. Procedure. a. Requests for ordinary leave

AGOQ 83834

from battalion staff officers and unit commanders
are processed through the battalion personnel staff
NCO and the S1. The battalion commander
normally approves these absences personally. Pre-
pare a memo routing slip and route the leave request
through the 8} to the battalion commander for
approval, and to the battalion sergeant major for
distribution. '

b. A request for ordinary leave outside of CONUS
is normally the only type of leave request that will
originate with the enlisted man and be routed
through the battalion for a recommendation (Pro-
cedure 11-2-4). Upon receipt of such a request, the
PSNCO—

(1) Determines if there is sufficient time for
the PSD to process the request prior to
the desired date of leave.

(2) Checks the countries listed in AR 600-290
for any special requirements for entry of
military personnel into the country. The
applicant should indicate that he is aware
of any special entry requirements for the
country to be visited.

{3) Reoutes the request for approval in accord-
ance with unit policy. Approval is re-
commended by deletion of the “THRU"
addressee in accordance with normal cor-
respondence procedures. Recommenda-
tions for disapproval require a comment
indicating the reason for such recom-
mendation.

(4) Forwards the request to the PSD for
approval.
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Procedure 10-2-2
OFFICER EFFICIENCY REPORTS

1. Reférences.

a. AR 623-105.

b AR 140-143.

2. Forms,

a. DA Form 67-5 (U.S. Army Officer Efficiency
Report).

b. Suggested format (Officer Eﬁiclency Report
*Control Sheet) (fig. 16-2-2.1).

3., General. a. Major subordinate commands of
the division should have a published directive
establishing the rater/indorser/reviewer relation-
ship for officer efficiency reports by TOE position
title.

b. Officer efficiency reports normally will be
received from the PSD in a sealed envelope attached
to a letter of instructions. It is the battalion per-
sonnel staff NCO’s responsibility .to provide the
necessary controls over the report to insure it is
completed within the time allotted by the PSD.

¢. The final preparation of officer efficiency re-
ports is the responsibility of the officer accomplish-
ing the report. Normally, the officer will have
clerical assistance available. Qccasions will arise
where either the battalion commander, a member
of the battalion staff, or a unit commander, may
require clerical assistance to complete the report.
This assistance is rendered by the personnel staff
NCO, when required.

d. When an efficiency report is transmitted to
the brigade headquarters for reviewer or indorser

10-14

action, the responsibility for control of the report
passes to the brigade personnel staff NCO,

4. Procedure. a. When an efficiency report is
received from the PSD for completion, the personnel

(1) Verifies the accuracy of the indicated
rater, indorser, and reviewer, based on the
assignment of the rated officer and the
designated rater/indorser relationships in
the battalion.

{2) Completes the appropriate entries on the
control sheet and dispatches the report to
the rating officer (fig. 10-2-2.1).

b. When & unit commander desires that an effi-
ciency report be completed outside the unit orderly
room, he should make such arrangements informally
with the S1 or with the personnel staff NCO. The
personnel staff NCO will—

(1) Have the report typed in final form on the
DA Form 67-5 provided by the PSD.

(2) Make an appropriate entry on the control
sheet.

(3) Prepare a memo routing slip and return
the completed report to the unit com-
mander in a sealed envelope for signature
and forwarding to the indorsing officer.

¢. Reports requiring indorsement or review at
brigade headquarters should be transmitted in
sealed envelopes to the brigade staff NCO by memo
routing slip,
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Procedure 10-2-3
OFFICER PERIODS OF SERVICE ON ACTIVE DUTY

1. Reference. AR 135-215.
2. Form. DA Form 1049 (Personnel Action).

3. General. a. All officers of the Reserve Com~
ponents serving on active duty who have a specified
active duty commitment will be contacted by the
PSD 8 months prior to expiration of the period of
active duty. The officer may submit an applica-
tion for additional active duty, or a declination of
further asctive duty, at that time. If the officer
desires to wait, he will again be contacted by the
PSD 4 months prior to the expiration of hiz active
duty. At this time he will be required either to

" apply for additional service on active duty or to
decline further active duty.

b. The battalion staff NCO will control all actions
concerning the periods of active duty for Reserve
officers. The preparsation of either an application
for or a declination of further active duty will be
accomplished at battalion headquarters.

¢. The battalion 81 will personaily counsel all
officers submitting a statement of declination of
further active duty to insure the officer has bheen
provided all available information relative to an
Army career. All applications and declinations will
be forwarded through the immediate commanding
officer and will be indorsed and personally signed
by each commanding officer in the chain of com-
mand to the division headguarters.

4. Procedure. a. An officer desiring to extend
his period of active military service may initiate a
request through his immediate commanding officer.
The personnel staff NCO will—

(1) Prepare the appropriate statement, ac-
cording to the desires of the officer, on DA
Form 1049, in original and 5 copies, using
the format specified by AR 135-215. The
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officer must sign at least 2 copies of the
request.

{(a) Advise unit officers to submit their
requests through their unit com-
manders,

(b) A unit commander or an officer of the
battalion staff should submit the request
to the battalion commander. The
officer should sign the request and leave
it for the S1.

{2) Submit the officer’s request to the S1 for
the recommendation of the battalion
commander.

(3} When disapproval of the request is recom-
mended, detailed reasons to support the
recommendation will be provided in the
forwarding comment. The application
will then be submitted to the applicant
for comment in accordance with para-
graph 8b, AR 135-215.

(4) Prepare the appropriate comment on the
request for the personnel signature of the
battalion commander.

(5) Upon authentication of the comment—

(a¢) Remove 1 copy of the correspondence
for the $1 file.

(b) Forward original and 4 copies of the
correspondence to the next higher head-
quarters in the chain of command.
Normally the next higher headquarters
will be the brigade headquarters.

b. An officer who does not desire to apply for
further active duty will be required to sign a state-
ment of declination as specified in AR 135-215.
The statement will be processed as provided in
paragraph 4a except that commanders are not
required to make recommendations.
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Procedure 10-2—4
RECOMMENDATION FOR DISCHARGE—UNFITNESS

1. Reference. AR 635-208.
2. Forms. None.

3. General. A recommendation for discharge
due to unfitness for military service is initiated by
the unit commander and submitted to the battalion
commander. The battalion personnel staff NCO
will process the recommendation to insure it is in
conformance with Army regulations and local
cormmand directives and will prepare administrative
interpretations and guidance for use by unit clerks.

4. Procedure. a. The 81 file will indicate that
flagging action under AR 600-31 is currently in
effect on the soldier concerned. Direct flagging
action will be taken by the unit commander
immediately, if it is not already in effect.

b. Recommendations received from units must
be carefully checked against the requirements of
AR 635-208. The following evidence submitted
with the recommendation is particularly subject to
error and should be reviewed carefully:

(1) Statements of character or statements
relating incidents should be sworn state-
ments.

{2) Al statements, other than statements by
an officer, should be witnessed by an
officer.

(3) Affidavits or certificates should be inclosed
when it would be impossible to obtain an
individual’s personal testimony.

¢. Corrections or additions to the recommenda-
tion should be handled informally and as expedi-
tiously as possible.

d. Submit the unit commander’s recommenda-
tion and any appropriate comments to the battalion
commander. The commander may—

(1) Disapprove the recommendation and
direct reassignment of the soldier within
the battalion.

(2) Disapprove the recommendation and
direct resubmission under AR 635-209.

(3) Concur in the recommendation and for-
ward the case to the GCM sauthority for
approval.

e. If the battalion commander disapproves the

AGO B383A

recommendation and directs reassignment of the
soldier to another unit within the battalion, the
personnel staff NCO—

{1) Determines an appropriate unit for the
soldier based on the data contained in the
recommendation. Additional personnel
data may be obtained from the unit clerk,

(2) Prepares an appropriate indorsement to
the unit commander’s recommendation
disapproving the recommendation and
advising him of the pending reassignment.

{a) The correspondence should be addressed
“THRU” the soldier’'s present com-
manding officer to the commanding
officer of the unit to which reassignment
will be effected.

(b) Prepare an extra copy of the indorse-
ment for the soldier’s Military Person-
nel Records Jacket. )

(3) Prepares a request for orders to effect
reassignment of the soldier (Procedure
10-5-1).

f. If the battalion commander disapproves the
unit commander’s recommendation and directs
action under AR 635-209 the personnel staff NCO—

(1) Prepares an appropriate indorsement to
the unit commander’s recommendation
and direct resubmission of the recom-
mendation under AR 635-209.

(2) Upen receipt of the unit. commander’s
recommendation for board action under
AR 635-209, follows Procedure 10-2-5.

g. If the battalion commander concurs in the
unit commander’s recommendation, the correspond-
ence should be indorsed to the GCM authority
recommending approval. The personnel staff
NCO—

(1) Prepares the appropriate indorsement in
original and 3 copies.

{2) Following signing of the correspondence
by the commander—

(a) Removes a copy of the correspondence
for the S1 file.

(b) Forwards the original and 2 copies in a
sealed envelope to the PSD.
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Procedure 10-2-5
RECOMMENDATION FOR DISCHARGE—UNSUITABILITY

1. References.

a. AR 15-6.

b. AR 635-209.

2. Forms. None.

3. General. a. A recommendation for discharge
for unsuitability is initiated by the unit commander
and submitted to the battalion commander (special
court-martial authority) for final action. Special
orders effecting the separation or reassignment for
separation of soldiers being processed under AR
635-209 will be issued by the PSD,

b. The battalion personnel staff NCO will process
the recommendation to insure that it is in con-
formance with Army regulations and local com-
mand directives and will offer administrative inter-
pretations and guidance as required by the unit
clerk,

4. Procedure. a. The 81 file will indicate that
flagging action under AR 600-31 is currently in
effect on the soldier concerned. Direct flagging
action will be taken by the unit commander im-
mediately, if it is not already in effect.

b. The administrative requirements for evidence
are identical with the requirements outlined in
paragraph 4b, Procedure 10-2-4.

¢. Submit the unit commander’s recommenda-
tion and any appropriate comments to the bat-
talion commander. The commander may—

(1) Direct reassignment in lieu of board
action.

(2) Direct the convening of a board under
AR 635-209 to determine whether the
soldier concerned should be discharged.

(3) If the soldier has waived board action,
direct the discharge or retention of the
soldier with or without s board hearing,

(4) Make other disposition as may be war-
ranted by the individual case.

d. If the battalion commander accepts a waiver
of board hearing and directs discharge of the soldier,
the recommendation for discharge may be approved
and indorsed directly to the. PSD over the bat-
talion commander’s signature in accordance with
AR 635-209. The appropriate orders instructions
for effecting separation will be issued by the PSD.

e. If the battalion commander directs that a.

board be convened—
(1) Select the membership for the board to
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meet the requirements of AR 635-209, in
accordance with established procedures.

(2) Prepare a request for special orders to the
PSD for appointment of the board
{Procedure 10-5-1).

(3) Prepare the appropriate indorsement to
the president of the board on the re-
quirements in AR 635-209.

{a) Advise the president of the board where
clerical assistance may be obtained.

(5) Direct the completion of the board
proceedinggs by a given date.

(¢} Inform the president of the board that
the respondent must have 15 days
written notice prior to the board hear-
ing.

(d) If the respondent holds a Reserve com-
mission or warrant, direct the board to
make a separate recommendation on the
Reserve status to include type of
discharge certificate to be issued, if
appropriate to their findings.

(4) Submit the indorsement and allied papers
to the 81 for approval, signature, and
dispatch to the president of the board.

/. Upon receipt of the Report of Board Proceed-
ings, review for administrative correcthess and
submit to the battalion commander with the
recommendations of the S1.

g. Based on the action of the battalion com-
mander, indorse the Report of Board Proceedings,
in accordance with AR 15-6 and AR 635-209, to
show the action of the convening authority on the
report.

(1) If the board recommends discharge for
unsuitability, the battalion commander
may— '

{a) Approve the discharge and forward the
cage to the PSD under letter of trans-
mittal. He may direct the character of
the discharge recommended by the
board, or a higher one. The PSD will
issue the necessary instructions and
orders to effect discharge of the soldier.

(8) Direct retention in the service. In this
case he normally will direct reassign-
ment within the battalion or request
the PSD to reassign the soldier,

(2) If the board recommends referral of the
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case to a board of officers convened under (¢} Direct retention in the service, following
AR 635-208, the battalion commander the procedure in (1)(5) above.
may— (3) If the board recommends retention in the
(a) Approve the recommendation and for- gervice, the battalion commander must
ward the case to the GCM authority approve the recommendation, and should
(Procedure 10-2-2) or, ; either reassign the soldier within the bat~
(b) Direct discharge for unsu:tablhty, fol- talion or request the PSD to reassign the
lowing the procedure in (1)(a) above, or. soldier within the division.

AGO 8383A 10-19


SimS
Pencil

SimS
Pencil


AR 600-17

Procedure 10-2-6
REPORT FOR SUSPENSION OF FAVORABLE PERSONNEL ACTIONS

1. Reference. AR 600-31.

2. Form. DA Form 268 {(Report for Suspension
of Favorable Personnel Action).

3. General. a. The establishment of flagging
action on security cases under paragraph 3a, AR
600-31, will be effected only by the division head-
quarters.

b. Flagging action on nonsecurity cases involving
officers on active duty as enlisted men, will be ac-
complished by the PSD. Where actions of the
nature outlined in paragraph 3b and ¢, AR 600-31
have occurred, s report should be made to the GCM
authority by the commander having cognizance of
the circumstances. Flagging action will be initiated
by the GCM authority, if appropriate, based on the
report of the cognizant commander.

¢. Flagging action on enlisted personnel, other
than those holding Reserve commissions or warrant
officer appointments, normally will be initiated by
soldier’s unit commander.

d. The battalion personnel staff NCO will handle
the administrative processing incident to a Report
for Suspension of Favorable Personnel Actions
received in the battalion headquarters.

(1) The 81 and the commander must be kept
informed of the status of each Ragging
action within the command.

(2) A suspense file should be maintained to
insure the submission of interim reports
on the schedule required by AR 600-31.

{3) DA Form 268 must be verified to insure
the appropriateness of the flagging action.

4. Procedure. a. Upon receipt of an information
copy of DA Form 268, determine the reason for

flagging action and the headquarters controlling
the action,

(1) Cases controlled by the brigade or division
commander—

(a) Contact the unit commander concerned
to insure he has received notice of
flagging action and has annotated the
soldier’s DA Form 2475 (Personnel Data
Card) (PDC).

(b} Determine the nature and status of the
situation that required the establish-
ment of flagging action.

{¢) Furnish the DA Form 268 to the 51 and
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give him a verbal briefing on the situa-
tion.

(2) File the DA Form 268 in a special folder
established for this purpose in the 81 file.
Remove initial or interim reports from the
file only when final action has been taken
and the fiagging action removed. This
file should at all times indicate the flagging
actions currently in effect within the
battalion.

b. Commanders within the battalion who initiate
flagging action due to AWOL, recommendation for
discharge under AR 635-208, AR 635-209, etc.,
will have the copies of the DA Form 268 for all
higher headguarters hand-carried to the S1. The
personnel staff NCO will—

{1} Verify the completeness of the DA Form
268 and appropriateness of the flagging
action under command directives.

(2) Advise the S1 of unusual cases or cases
deserving immediate command attention
under local policy.

(3) Dispatch the copies for higher head-
quarters in the envelopes provided by the
unit initigting flagging action.

(4) File the battalion information copy in the
S1 file established for this purpose (a(2)
above). .

(58) Place an informal note in the suspense file
indicating the date that the next interim
report is due according to AR 600-31.

¢. Interim reports should be submitted by the
commander controlling the flagging action in ac-
cordance with the schedule in AR 600-31. When
an interim report is due as evidence by the informal
memorandum in the suspense file, the personnel
staff NCO will—

{1) Check the 31 file to determine if the
flagging action is still current and if an
interim report has been received.

(2) If the flagging action is still in effect and
no interim teport has been received, con-
tact the controlling commander to deter-
mine the status of the ¢case. An interim or
final report must be submitted by the
commander controlling the flagging action
in accordance with AR 600-31.
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CHAPTER 11
PROCEDURES AT COMPANY LEVEL

Section I. GENERAL

11-1. General. The operating procedures de-
tailed in this chapter will be followed by all com-
pany size units in order to standardize and simplify
procedures for implementing the division personnel
support system. The procedures contained in this
chapter represent only the most common recurring
actions and those most suitable for standardization.

11-2, Exceptions. If a request for an action not
covered by a written procedure is initiated, the
company clerk will refer to the applicable regula-
tion(s). In case the meaning or the procedure to be
followed is not clear, he will contact the personnet
staff noncommissioned officer at his next higher
headquarters for advice and guidance. Questions
concerning the routing of documents not listed in
appendix 8-I will be referred to the personnel staff
noncommissioned officer at the next higher head-
quarters.

11-3. Separate companies. Separate companies,
i.e., division headquarters and headquarters com-

AGO 53834

pany and military police company, will deal directly
with the Personnel Service Division. [n general,
whenever a personnel action is requested that would
affect the strength of the unit (requests for dis-
charge, reassignment, volunteer for overseas, etc.},
the company clerk will arrange an interview
between the soldier requesting the action and the

_ first sergeant or company commander. This inter-

view will be accomplished prior to initiating any
formal written request for the type of action de-
sired. A company policy should be established
listing the actions requiring prior interview. Al-
though many of the following procedures indicate
concurrent preparation of an application and action
by the company commander, the company clerk
should not anticipate the commander’s decision.
Normally, the company commander will indicate
informally his general policies regarding personnel
actions to the first sergeant. Prior coordination
with the first sergeant will eliminate many errors
and much retyping.
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Section II. PERSONNEL MANAGEMENT PROCEDURES
Procedure 11-1-1
APPLICATION FOR AIRBORNE TRAINING

1. References.

a. AR 40-500.

b. AR 611-7.

c. FM 21-20.

2. Forms,

a. SF 88 (Report of Medical Examination).

b. DA Form 2478 (Application for Airborne—
Special Forces—Airborne fop Assignment to Special
Forces Training).

3. General. A soldier may volunteer for air-
borne training upon completion of basic training or
advanced individual training, if he meets the neces-
sary prerequisites established in AR 611-7.

4. Procedure. a. Have the soldier read the
eligibility requirements in AR 611-7 and assist him
in determining his eligibility from available informa-
tion on the Personnel Data Card (PDC), Personnel
Information Roster, and the Personnel Qualifica-
tions Roster.

b. Check the reverse of the PDC for pending
personnel actions or flagging actions.

-¢. Arrange for the soldier to take the physical
fitness test outlined in AR 611-7.

d. Request the personnel actions specialist of

your composite team to send sufficient copies of the

11-2

SF 88 (Report of Medical Examination) to have a
medical examination given to an airborne volunteer.

e. Schedule an appointment for the soldier to
take a medical examination.

S. Prepare the application for the goldier in an
original and 4 copies and have him sign it (fig.
11-1~1.1).

g. Prepare the first indorsement for the unit com-
mander’s approval or disapproval and have it
signed (fig. 11-1-1.1—continued).

{1) Annotate the reverse of the PDC in red
pencil “Appl for Abn Tng sbm (date).”

(2) Remove a copy of the correspondence for
file.

(3) Suspend the application until completion
of the medical examination.

h. Upon receipt of the medical examination,
forward the application with the results of the
medical examination and physical fitness test as
inclosures to the PSD.

i. Upon return of the approved application—

(1) Have the soldier read and sign the state-
ment of affirmation on the reverse of the
the application (fig. 11-1-1.1—continued).

(2) Return the application to the PSD for
file in the soldier’s 201 file.
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AIRBORNME*

APPLICATION FOR

. SERTOAOEONOERS* . XINNIEEENN R SICENKIDIERECIROIECHT TRAINING

T oommanding Officer, Co B, 1st Bn, 19th Inf, Fort Miller, Utah

1. NAME (Laat « Firet - Middle Initial) 2. SEAVICE NUMBER 3. GRADE 4. PROFICIENCY PAY
UNDERWOOD, RALPH T, BA 19 300 831 SOT E-5 Pul
5. PMOS 7. SME CLEAR ¥, APT AREA SCORK " ETS 10, ASSIGNED UNIT
.60 C¢ B, lst En,
8. SMON n llB bt Inf
716,60 i Semt 1965 | 3o lier, Ubeh
t1e AIRBORNE QUALIFIED 12, ADDITIONAL QUALIFICATIONS (Para 4, AR §14-4£2)*"
] ves Eino
E/A
B. DATE QUALIFIED
H/A
1. UP of AR 611-7*, XRXEBER, zn:m _m_dated H/A L
I hereby volunteer for Airbome* - JGRIBEERRE Xied s L L

2. 1 fully understand that failure to complete the basic Airborne training will disqualify me
for assignment to an Airborne unit or a Special Forces unit.

3. 1 volunteer to perform aircraft flights, parachute jumps and to participate in realistic
combat training while securing Aitbome or Special Forces training and/or performing Air-
borne or Special Forces duty.

4, 1 agree to serve a minimum of eig w ar e W g
- twelve (12) m«ﬁ'lt'.hs upon saus[actory compleuon of Alrhome trnmmg*

If my period of remaining service on my current tour of active service is not sufficient to

insure completion of the prescribed tequirement I agtee to extend my enlistment under

the provisiong of AR 601-210 or be discharged under the provisions of AR 635-205 and re-

enlist for an appropriate period under the provisions of AR 601-210.

*#5 | understand that if I should fail to be cleared for access to secret information and

materials as required by current regulations ] will be reassigned in accotdance with the
needs of the service and will be required to complete the period for which I enlisted or
extended.

DATE

MEHATURE OF ARBPLICANT

13 Feb 61 /( 2’/{/ /‘2—-/%[/’/4({#{»/

2Daiste 1f not spplicable.
*+Applies only to Special Forces applicatione,

DA .53

AGO B383A
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Figure 11-1-1.1.
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I S B Y T T
REMARKS (List and attach all requeata for waivers and inclosurea.)

2 Incl
¥1, Results of physical fitness test
#2, SF 88 (Report of Medieal Exmmination)

#Ro samples provided.

THE FOLLOWING STATEMENT WILL BE COMPLETED AFTER FINAL ACTION HAS DEEN TAKEN ON AN APPLICATION FOR AIRBORNE
TRAINING (Para 5. AR 611-7}

! DESIRE TO BE ASSIGNED TO AN AIRBORNE ORGANIZATION TO UNDERGO AIRBORNE TRAINING.

“ame [ BIA 7 dlomal

18T INDORSEMENT

Hq, Co B, lst Bn, 19th Inf, 99th Inf Div, Fort Miller, Utah 13 Feb 61
70;: Commanding GJenerasl, 99th Infantry Division, Foxrt Miller, Utah
ATTN: AG-PSD

l. Recommend spproval.

2. Contuctciry /w7, Bitictancy e ﬁiﬁ .

3. Sgt Underwood is not under charges, investigation, flagging action under
AR 600-31, or adninistrative actions which may result in reaseignment or separation.

Tl

Captain,
Gumnd:l.ng

% U5 COYERNMENT PRINTING OFFICE ; 1962 O - b41TH

Figure 11-1-1.I—Continued.

11-4 AGO 83834


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


C 1, AR 600-17

Procedure 11-1-2
ASSIGNMENT TO SPECIAL FORCES ORGANIZATIONS

References.
AR 611-7,
. AR 611-82.
AR 614-62,
. AR 614-6.

Forms.

S N

a. DA Form 2478 (Application for Airborne’
-—S3pecial Forces—Airborne for Assignment to’

Special Forces Training).
b. DA Form 1049 (Personne! Action).

3 ¢. DD Form 398 (Statement of Personal His-
tory).

%3. General. Soldiers who meet the require-
meénts may volunteer for Special Forces train-
ing, Special Forces personnel are trained to
organize, instruct, and direct indigenous guer-
rilla personnel in the most effective means of
conducting sustained operations within denied
areas during limited or general war. In addi-
tion, they are trained to provide planning, train-

ing, military and paramilitary forces in coun-

terinsurgency tactics, techniques, and opera-
tions in “Cold War” situations. Normally dur-
ing peacetime Special Forces requirements will
be filled by volunteers. A soldier must be air-
borne qualified or must volunteer for airborne
training prior to assignment to a Special Forces
unit. If the soldier desires foreign language
training in conjunction with Special Forces
training he may apply under the provisions of
AR 611-82, Language training will be given
only upon completion of Airborne or Special
Forces qualification training.

4. Procedure. «. A soldier who volunteers for
Special Forces must be airborne qualified.

(1) If the soldier is not airborne qualified
he will submit an application for air-
borne training prior to assignment to
Special Forces (fig. 11-1-2.1).

(2) If the soldier is airborne qualified he
will submit an application for assign-
ment to Special Forces (fig. 11-1-2.2}.

*Note. Enter the “Date of Birth” in the

same block as the name. A summary of
significant military service to include serv-

AGO STH8A

ice schools will be entered in the “Additional
Qualifications” block, in additien to any
special qualifications the applicant may have.
b. Have the soldier read the eligibility re-
quirements in AR 614-62 and assist him in de-
termining hig eligibility from available infor-
mation on the Personnel Data Card (PDC) and
the Personnel Information Roster.
we. If the soldier does not have at least a
CONFIDENTIAL clearance, action should be
taken to have one issued prior to submission of
8 application.
d. Have the applicant take a physical fitness
test and a swimming test.

e. Notify the personnel actions specialist of
your composite team to furnish the unit with
sufficient copies of the SF 88 (Report of Medi-
cal Examination) to have a medical examina-
tion given to an applicant for Special Forces,

f. Make an appointment to have the applicant
given a medical examination.

g. Prepare a DA Form 1049 requesting that
the Special Forces Selection Battery Test be ad-
ministered (enlisted personnel only) fig. 11-
1-2.3).

h. Have the applicant fil} out a draft copy of a
DD Form 398 (Statement of Personal History).

i. Have the applicant take the draft DD Form
398 to the battalion S2 office to be checked for
completeness. After the S2 has reviewed the
DD Form 398, the soldier will return it to the
company clerk.

4. Type the DD Form 398 in final form in
original and 3 copies.

k. Have the soldier read and sign all copies of
the DD Form 398 before a witness (any per-
son). The witness will sign the DD Form 398
in the space provided on the form and the sol-
dier will be given 1 copy of the form as his
personal copy.

I. Prepare the statement of applicant (fig.
11-1-2.4).

m. Have the soldier read and sign the pre-
pared statement concerning temporary duty
pending further orders.
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n. Prepare the application (DA Form 2478)
in draft form based on interview with the =ol-
dier.

(1) Verify personal data from the Person-
nel Data Card (PDC).

(2) Check the reverse of the PDC for flag-
ging or pending personnel actions.

o. Submit the draft application and com-
pleted inclosures to the unit commander for
approval,

p. Type the application in final form in origi-
nal and 4 copies (fiz. 11-1-2.1) and attach in-
closures.

g. When the unit commander has signed the
forwarding indorsement (fig. 11-1-2.5)—

11-6

{1) Remove a copy of the application for
the unit file. )
(2) Forward the original and 3 copies,
with inclosures attached, to the PSD.
(3) Annotate the PDC in red pencil on the
reverse “Appl for Sp Forces sbm
~ (date).”

r. When the application is received by the
PSD, an appointment will be scheduled to have
the applicant administered the Selection Bat-
tery Test. The PSD will notify the unit of the
time, date, and the place of the test.

s. If the soldier is applying for Airborne and
Special Forces training, he must sign the state-
ment of affirmation upon return of the ap-
proved application (fig. 11-1-2.5).

AGO S5T98A
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Procedure 11-1-3
CLASSIFICATION AND RECLASSIFICATION IN MOS

sk

. References.

. AR 40-501.

AR 195-11.

AR 601-275.

AR 611-201.

AR 611-203.

AR 611-211,

. AR 624-200.

2. Form. DA Form 1049 (Personnel Action).

3. General. a. The classification authority for
the division is the division commander.

QTR RS Oa

b, When required, classification boards will be
appointed on special orders published-at the PSD.
A classification board is comprised of individuals
recommended by the battalion commander in
response {0 a requirement established by the classi-
fication authority. Section IX, AR 611-203, speci-
fies the requirements for composition of & classifica-
tion board.

¢. The award and withdrawal of MOS’s, and the
designation of primary and secondary MOS’s, will
be accomplished on special orders published at the
PSD. The morning report remark reflecting a
change of PMOS and SMOS will not be accom-
plished until special orders are received in the unit.

d. Technical assistance in determining ap-
propriate reclassification action is available from
the personnel staff NCO at the next higher head-
quarters.

4. Procedure. a. Upon receipt of a monthly
Personnel Information Roster (PIR) from the PSD
with a notation in “Remarks” indicating that a
soldier has received QJT for a sufficient period of
time to be eligible for award of an MOS, or s date
indicating the soldier has been assigned to the duty
for 60 days or more—

(1) Obtain the recommendation of the
soldier’s immediate superior and complete
the appropriate column on the PIR in
accordance with instructions furnished
with the roster.

{2) 1f the unit commander desires that the
MOS be awarded to the soldier, enter the
notation “Qual” in “Remarks” column
opposite the soldier’s name.

(3) Orders will be published by the PSD
awarding the MOS and designsting the
MOS as primary or secondary, unless such

AGO 8383A
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designation requires the concurrence of
the soldier concerned (b below).

(4) Ii the soldier is not yet qualified for award
of the MOS, enter “Unqual” in the re-
marks eolumn.

{5) If the soldier has not qualified in the MOS
after 120 days, the unit commander will
receive a separate letter of inquiry con-
cerning the soldier’s performance of duty.

b. The PIR, annotated by the unit, will be re-
viewed at thie PSD. Any recommended changes in
primary or secondary MOS will be made to the
unit on a separate DA Form 1049 (fig. 11-1-3.1).

¢. Upon receipt of a DA Form 1049 recommend-
ing reclassification action—

(1) Interview the soldier and advise him of
the proposed action.

(2) If soldier agrees to the proposed action—

(a) Complete the appropriate paragraph of
Comment No. 2 on the DA Form 1049
in accordance with instructions on the
form.

{b) Process the correspondence as indicated
in d below.

(3) If the soldier does not agree to the pro-
posed action—

(a) Advise the unit commander of the ree-
ommendations from the PSD and the
results of the interview with the soldier.
An interview of the soldier by the unit
commander may be required in accord-
ance with unit policy.

(b) The unit commander may change the
soldier’s duty assignment or recommend
classification board action to the classi-
fication authority.

(4) If the soldier’s duty assignment is to be
changed—

(¢) Check the appropriate paragraph ip
Comment No. 2 of the DA Form 1049,

(b) Process the correspondence in acecord-
ance with d below.

{¢) Prepare an informal note for the morn-
ing report suspense file. This note
should indicate the soldier’s name, the
paragraph and line number of the new
TOE position which the soldier will
occupy, and the effective date of the
change.
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(5) Ii classification board action will be re-
quired—

{a) Complete the appropriate paragraph in
Comment No. 2 of the DA Form 1049,

(b) Enter the battalion headquarters as a
“THRU” addressee in Comment No. 2.

(¢} Process the correspondence in accord-
ance with d below.

d. Correspondence concerning MOS classifica-
tion and reclassification will arrive at the unit in
an original and 1 copy.

(1) Complete Comment No. 2 on all copies
received from the PSD in accordance with
the action to be taken by the unit com-
mander,

11-12

(2) Submit the correspondence to the unit
commander for signature.

(3) After the unit commander has approved
the correspondence—

() Remove a copy for the unit file.

(6) Return the original DA Form 1049 to
the PSD.

e. Classification board action will be directed and
controlled by the PSD. The soldier will be allowed
sufficient time to prepare for the board. Notify
the soldier of the date, time and place of the board
hearing and arrange any reguired absence from
normal duty for the soldier.

AGO 33834
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PERSONNEL ACTION PATES.15 Aug 61
(AR 340-15) 10 Aug €1

FVILE REFERENCE SUBGECT

Reclaasification of Enlisted Perscnnel

[To:

FROM;
G0, Co B , 19th Inf CG, 99th Inf Div
Pt Miller, Utah Ft Miller, Utah
NR PROCESSING ACT1ONS
1 (X) The Personnel Informetion Roster verified as of 31 Jul 61,contains a

{ or change in the fourth digit only. Request this headquarters be notified whether

remark indicating that Sgt E-5 Jerry R Morris, RA 13 476 581, a member of your
unit, is considered qualified in his DMOS 111,60 ., Request this correspondence be
forwarded to the individual concerned for concurrence or non~concurrence in the
redesignation of his present PMOS 768,60 to PMOS 111,60,

( ) (Dpisciplinary action taken against) (Reduction of) ’
» & member of your unit, could result in withdrawal of his PMOS

withdrawal of the 4 digit PMOS is contemplated or change of the 4th digit only
is comtemplated. In any event the fourth digit must be adjusted to conform
to hlis new grade,

FOR THE COMMANDER:

JOHN W, SMITH
Capt, AGC
Asst Adj Gen

THRU: €O, 3rd Bn, 15th Inf FROM: CO, Co B, 19th Inf 14 Aug 61
TO: CG, 99th Inf Div
Attn:  Pers Mgt Br

In compliance with Comment Nr 1, the following information is furnished:

(X) BM concurs in redesignation of his FMOS 768,60 to PMOS 111,60,

{ ) ® does not concur in redesignation of his PMOS, Classification Board
Action is requested.

{ ) ™ does not concur in redesignation of his PMOS. EM ls being reassigned
to a different duty position which will be shown on the Personnel
Information Roater,

( ) Classification board action is requested.

( ) Withdrawal of PM0S (i8) (is not) contemplated, Classification

) Board Action (is) (1s not) requested,

()

Request akill lewel diglt be changed from to .
Adjust skill level to conform to new grade,

Capt, Inf
"X" appropriate block, Commanding

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

DA 1 Fc.ocﬁr 551 04 9 REPLAGES EDITION OF 1 QCT 83, WHICH IS OBSOLETE RO 1955 G- 364714
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Procedure 11-1-4
COMMANDER’S EVALUATION REPORT

1. References,

a. AR 611-201.
b. AR 611-203.
¢. AR 611-205.
2,
'

Forms.
. DD Form 95 (Memo Routing Slip).

b. DA Form 2166 (Commander’s Evaluation
Report).

3. General. The Commander’s Evaluation Re-
port (DA Form 2166) is used to evaluate an in-
dividual’s job performance and supervisory or
technical abilities. The unit commander will
receive a DA Form 2166, with Section I com-
pleted for each individual to be evaluated.
When the rater and/or indorser parts of Sec-
tion II have been completed, the form will be
returned as personal in nature.

4. Procedure. a. Upon receipt of DA Form
2166 from the PSD, the unit clerk with the as-
gistance of the first sergeant will determine
the rater and indorser for each report.

b. The unit clerk will prepare a DD Form 95
(Memo Routing Slip), in duplicate, with in-
structions and suspense dates for the rater and
indorser.

{1) The instructions will direct attention
to appendix I1, chapter 2, AR 611-205.

(2) The original DD Form 95 will be used

11-14

to transmit the DA Form 2166 and
AR 611-205, with changes, to the
rater and then to the indorser.

(3) Retain the duplicate copy of DD Form
95 for the unit suspense file.

c. After receipt of DA Form '1166 with Sec-
tion II completed, insure that it has been com-
pleted by the proper individuals and check all
entries for accuracy.

d. Remove the suspense copy of the DD Form
95 from the unit suspense file and destroy it.

e. The unit clerk will insure that Section
IIT, DA Form 21686 is completed by the review-
ing officer, )

Note. The reviewing officer must be a warrant or
commissioned officer, and must be the supervisor of the
indorser, as prescribed by chapter 2, AR 611-205.

f. If the unit commander is the reviewing
officer, the unit clerk will prepare Section III,
DA Form 2166 (fig. 11-1-4.1} and have him
complete only the blocks, date and signature.

Note. If the reviewing officer is outside the unit,
forward the DA Form 2166 to the personnel staff NCO,

g. When the DA Form 2166 is completed, the
unit clerk will return it to the Personnel Man-
agement Branch of the PSD, by comment on
the correspondence, through which it was orig-
inally transmitted.
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COMMANDER’'S EVALUATION REPORT | See inatructions § Tco symsotL ROSTER NUMBER
(AR 611.208) | on reverge.
PERFORMANCE TEST SCORES OR LANGUAGE RATING $CALES (Tf applicable) UNIT CODE
TEST SCORE TEST SCORE TEST SCORE TEST SCORE

FOR USE OF TCO AND EEC
SECTION | (To Be Accomplished By Personnel Olfficer)

1. GRADE, LAST NAME, FIRST NAME, MIDOLE INITIAL, SERVICE 2. PAY GRADE 3. DATE OF RANK 4. FRD
NUMBER, ORGANIZATION, AND ORGANIZATION ADDRESS .
ES 16 Jun 61 N/A
5. INDIVIDUAL'S MOS DATE DESIGNATED
Sgt(E5) Underwood, Ralph T,
RA 19300831 PRIMARY 111.6 16 Jun 61
Co B, lst Bn, 19th Inf secoND ARy
Ft Miller, Utah 716.6 19 Apr 54
ADDITION AL
t
puTY 111.6
6, MAJOR COMMAND 7. MOS ANNOUNCED FOR TESTING 6. LANGUAGE CODE {If applicable)
4th Inf Div 111.6 ) N/A
9. STATUS X] ra [ ARNG {on active duty) [ ] ARNG (ol on active duly)
[ aus 1 usAR {on active duty)  [_] USaR {not on active duty)
SECTION |} (To be accomplished by | t0. RECORD YOUR RESPONSES TO THE RATING FACTORS SET FORTH HEREON FOR
the Rater and [ndorser) THE INDIVIDUAL NAMED ABOVE.' DATE AND SIGN IN THE SPACE PROVIDED.
RATER INDORSER
RATING RATING L.JMARK THIS BLOCK IF YOU DO NOT KNOW THE
FACTOR PACTOR INDIVIDUAL BEING RATED AND CANNOT COM-

PLETE THE INDORSEMENT.

(o=

(%]
E].

[[] (5]

PR EREREEEEEE
AREEEEEEEREE
FEEFEEEEEEEE
EREEEEEEERRE
AFRFFEEREEEEEE
FREEEEEEEREEE
FEEEFREEERREE
FREEFEEEERE

FMEFERREEEEE®

o (FEEEEEEEEHEEIE

5
s (e] . [=]
; [] :
© (5] [s] © 1 [s]
11 - 11
E @ T @
11, HOW MANY MONTHS HAS THIS ENLISTED PERSON BEEN |RATER INDORSER
UNDER YOUR COMMAND AND/CR SUPERVISIONT 1 2]
DATE TYPED NAME, GRADE, PRANCH OF §¥C OR MOS OF RATER SAEMATUR
3 Jul 60 JOSErH R. BROWN, MSgt(E7) 111.7 M R O
DATE TYPED NAME, GRADE, BRANCH OF 5VC OR MOS5 OF INDORSER SIGNAT E .
6 Jul 60 JOHN B. KRAMER, ist Lt, Inf . A )&,ﬂ”/vw

SECTION Wll( To Be Accomplished by Reviewin flicer)
12, THE RATER AND INDORSER WHO COMPLETED THIS REPORT WERE SELECTED IN ACCORDANGCE WITH AR 611-205
DATE TYPED NAME, GRADE AND BRANCH OF SERVICE SI"GNQT"JRE .
\ Ji AL

7 Jul 61 THOMAS W, LINGEN, Capt, Inf A hena Lo

. 2166
DA 1 APR B3 PREVIOUS EDITION OF YHIS FORM IS OBSOLETE.

Figure 11-1-4.1,
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13, REMARKS (Thia apace 18 provided for any additional ramarks deemod necessary by any Individual accoopliahing thie report.)
INSTRUCTIONS
GENERAL - DA Form 2166 willbe used in accomplishing the Your answers will be recorded on the form with black or
Commander's Eveluation Report. The unnumbered items in blue-black ink. If you find it necessary to change your an.
the heading are reserved forthe use of the installation Test swer, you must initial the first answer and then place an
Control Officer and the U.S. Army Enlisted Evaluation Cen- £X' in the new block you have chosen. Make sure that you
tet, Fort Benjamin Harrison, Indiana. Detailed instructions answer every question. The rater, indorser and reviewing
for the completion of Section I are contained in Appendix II, officer will complete their portion of the form in that order.
AR 611-205. Sectidn I will be completed by the unit person- For convenience, the rater may separate the form from the
nel officer before the form is transmitted to the commanding tear-off sheet but both the form and the tear-off sheet must
officer of the individwal. The commanding officer of the indi- be passed on to the indorser and the reviewing officer.
vidual will select the rater in accordance with Appendix II,
AR 611-205. The indorser will be the supervisor of the rat- Take your time in making your rating. The rating that
er and the reviewing officer will be the supervisor of the in- you give to the soldier you are rating is an important facior
dorser. Normally, the commanding officer will be the review- in his military career. You owe him the time to make your
ing officer, but there will be instances when he will not be rating as honest an appraisal of him as you can. You owe
such, Responsibility for the timely submission of the Com- it to the Army, and to all of the other soldiers you know,
mander’s Evaluation Report in accordance with AR 611-205, that this individual receives an accurate rating. The ratings
however, rests with the commanding officer of the individual. given by both the rater and the indorser are given equal
The instructions for accomplishing Sections II and III of the weight, so both have equal responsibility for giving the most
Report are contazined below. THE COMPLETED COMMAND- accurate rating they can,
ER'S EVALUATION REPORT WILL NOT BE SHOWN TO .o
THE RATED S0LDIER. It is particularly hard to give an accurate rating to an in-
dividual who is g particular friend, or for whom you hold a
RATER AND INDORSER - Ratings should reflect an indi- particular dislike. In either ¢ase, when you consider how
vidual’s performance as actually observed in comparisen the individual performs on each of the twelve characteris-
with the performance of all other individuals you have khown tics, consider the way the individual actually performs in
in the same MOS, In instances where the individual is per- that characteristic, rather than your general attitude toward
forming duty in other than his primary MOS, rate the individ- the individual. The accuracy with which you perform the
ual on his performance in his duty MOS. Ratings for indi- rating function will mean a great deal in improving Army
viduals who are attending courses of instruction will be personnel management.
based upon the individual’'s performance and progress in his
studies or instruction. You may consider information re- After you have completed your rating, review it to insure
ceived from other units of assignment, former commanders or that it is accurate, and that there is one and only ofie an-
supervisorg, training records, or other sources in completing swer for every characteristic. After you have done this,
your evaluation. indicate how many months the individual rated has been
uwnder your command of supervision, sign and date the form
On the attached tear-off sheet there are twelve questions, in the space provided. In completing the signature block,
with from five to seven possible answers to each question. enter your duty 1105 after your grade if you are in enlisted
Consider each question independently. On the basis of the or warrant officer status. If you are a commissioned officer,
typical performance of the individual, decide which of the enter your branch of service after your grade.
five to seven possible answers best describes the individ-
ual you are rating- Record your answer in item 10, DA REVIEWING OFFICFR - Reviewing officers are responsible
Form 2166, by marking an ''X'" in the block bearing the for insuring that raters and indorsers have been selected in
sarme letter as your answer for that characteristic being accordance with Appendix [I, AR 611-205. They should
rated. You may then preceed to the next factor. For ex- {urther insure that raters end indorsers are objectively rating
ample, if you select answer *'C?’ (“'GGets along well with individuals, that they are avoiding persons] bias, and that
his fellow soldiers and is usually cooperative in the work they are not using unduly harsh or lax standards in their
sifuation’) as being most typical of the individual being ratings. Reviewing officers will date and sign the form in
rated for Rating Characteristic 1, “COOPERATIVENESS,'" the space provided when the review has been completed. If
you would place an **X'’ in block “C", Rating Factor 1, the reviewing officer is not the commanding officer of the
item 10, DA Form 2166. Your entry on the form using this individual, he will returr*the completed form to the command-
example would luok like this: ing officer of the individual.
1 [&] X [ [=)
2.

Figure 11-1-4.1—Continued.
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Procedure 11-1-5
COMPASSIONATE REASSIGNMENT

1. Reference. AR 614-6.

2. Form. DA Form 2479 (Application for Com-
passionate Reassignment).

3. General. Compassionate reassignment may be
requested by a soldier when extreme family prob-
lems appear to necessitate reassignment. Consider-
ation for such reassignment may be given in cases
of extreme hardship which can be alleviated only by
an assignment to a specific area. The service
member’s family will include only the spouse, child,
parent, or parent-in-law if supported, minor brother
or sister, person in loco parentis, or an only living
relative. In emergency cases, soldiers assigned to
an oversea command who are returned to con-
tinental United States or places of residence
(Alaska, Hawaii, Puerto Rico, ete.} in a leave status
may apply direetly to Chief of Personnel Opera-
tions, DA, for consideration for reassignment to
continental United States, furnishing all pertinent
information required by AR 614-6.

4. Procedure. a. The first action on any applica~
tion for reassignment is a personal interview with
the unit commander according to unit procedure.

(1) Advise the soldier to obtain documentary
evidence to establish the existence of
family problems necessitating reassign-
ment prior to submission of application,
The local chapter of the American Red
Cross is prepared to assist in these cases.

{2) When documentary evidence is gvailable,
interview the soldier to obtain information
for the application (fig. 11-1-5.1).

b. The soldier’s application must contain a state-
ment that proficiency pay, if applicable, would be
waived to permit reassignment in an individual
MO8, provided no vacancy exists at the reguested
station in his primary MOS,

AGO 33834

¢. The soldier’s application must contain a state-
ment as to whether he desires the application to be
considered for a permissive resssignment (AR 614~
6), or a hardship discharge (AR 635-207) if the
compassionate reassignment is not approved.

(1) Have the soldier read andsign a waiver of
Government payment of expenses incident
to permissive reassignment (fig. 11-1-5.2)
if he elects this option.

(2) Inform the soldier that if he has insuffi-
cient accrued leave to accomplish travel
to a new duty station on a permissive
reassignment, he must put in for advance
leave or excess leave (Procedure 11-2-4),

d. Interview the soldier to obtain information for
the basic application, Verify the data from the
Personnel Data Card and check the reverse of the

card for flagging action or pending personnel
actions.

e. Obtain information for the 1st Indorsement
{fig. 11-1-5.3) from the Personnel Data Card and the
unit commander. The unit MOS inventory data
can be computed from the monthly Personnel
Information Roster.

f. Prepare the application in original and 5 copies,
have the soldier sign the original, and submit the
indorsement for the unit commander’s signature.

g. After the unit commander has signed the 1st
Indorsement—

{1) Remove a copy for the unit file,

{2) Forward sapplication in original and 4
copies through battalion headquarters
to the PSD.

{3) Annotate reverse of PDC in red pencil,
‘Req for comp reasgmt sbm (date).”
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APPLICATION FOR COMPASSIONATE REASSIGNMENT

(AR §00-17)

UNDER THE PROVISIONS OF AR 614240, IT IS REQUESTED THAT | BE REASSIGNED TO Drum
New York FOR COMPASSIONATE REASONS.

I HAVE BEEN INTERVIEWED BY A COMMISSIONED OFFICER AND ADDITIONALLY ADVISED THAT FALSE
STATEMENTS ON THIS APPLICATION WILL CONSTITUTE A VIOLATION OF THE UCMJ 1951 AND MAY SUBJECT ME TO
TRIAL BY COURTSMARTIAL.

THE FOLLOWING INFORMATION 1S SUBMITTED AS A BASIS FOR CONSIDERATION OF MY APPLICATION FOR
COMPASSIONATE REASSIGNMENT.

1. NAME (Last- Firei-Middle Initial} 2. SERVICE NUMBER [3. GRADE 4, PRO-PAY[S. ETS
UNDERWOOD, RALPH T. RA 19 300 831 |PFC E3 None Sep 63
6. PMOS 7. DMOS 8. SMOS 3. AMOS 10. ASSIGNED UNIT
Co B, 1st Bn, 19th Infantry
111.10  [111.10 N/A Nome | port Miller, Utah
11, LATEST PCS |'2. DROS 13. MARITAL 14. DATE OF 15. AGE OF 16. NAME & PRESENT ADDRESS OF WIFE
STATUS MARRIAGE WIFE
Jan 61 None Single N/A N/A N/A
17, DEPENOENT CHILDREN {If stepchildren, explain why they 8re not supporied by naturel father.)
NAME AGE ADDRESS

N/A W/X

18. PAREMNTS (To be compieted by ail applicants.) (If decessed, zo state.)
MONTHLY
NAME AGE ADDRESS INCOME HEALTH

Fatnen Paul R. Underwood 61| 6107 Lth 5%, Bristol, WY 100,00 Foor
moTHer Mary B, Underwood 59| 6107 Lth St, Bristel, WY one Fair
FATHER-IN:LL AW
MO THER-IN-L AW
19, APPLICANT'S BROTHERS AND SISTERS WHETHER LIVING AT HOME O ELSEWHERE AND OTHER MEMBERS OF FAMILY

. NAME AGE | REL ATIGNSHIF ADDRESS CCCUPATION ":‘:";;:"‘;

None
.13 THE REQUEST BASED ON THE HEALTH OF A MEMBER OF THE FAMILY® X ves [ wo
21. )8 THE REQUEST BASED ON A LEGAL PAORLEM? "] ves X0 no
22 13 THE REQUEST BASED ON UTHER PROBL EMS? ] ves [X) no

23, HAS APPLICANT SUBMITTED ANY PREVIOUS REQUESITS FOR COMPASIIONATE REASSIGNMENT OR DEFERMENT FROM OVERSEA
JEAVIC KT )

[ ves m NO (I anawer ia Yeas, include date subwmitted, circnastances prompting the requost, and ection taken.) -

S
DA FORM 2479 : REPLACES DA FORM 247%, 1 DEC %1, EXISTING SUPRP LIES OF WHItH
' JuL 83 WILL BE USED UNTIL 1 JUL 64 UNLESS SOONER EXHAUSTED.

Figure 11-1-5.1.
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24. GIVE REASONS FOR REQUESTING A COMPAMIONATE AEASSIGHMMENT (1! iffness or injury is involved, give date of onset, nature,
saverity, and outiock, and attach statement from attending physician ).

On 13 July 1961, my father suffered a minor heart attacks Our family doctor
stated that he would not be able to work full time when recovered from hig
i11ness. My mother had to stop workirg in order to take care of my father. I feel
that if this transfer is approved that I would be more able to help out at home,
Camp Drum is 1} miles from my home,

28, WHAT ATTEMPTS HAVE BREN MADE BY AP PLICANT TO REMEDY THE CONDITIONS, OTHER THAN APPLYING FOR A REABSIGN-
MENT?

I have been sending what money I could spare to my mother and father.

26. WiLL THE APPLICANT WAIVER PROFICIENCY PAY (Il applicable) TO PERMIT REASSIGNMENT IN AN ADDITIONAL MOS, PROVIDED
NGO YACANCY EXISTS AT REQUESTED STATION IN PROFICIENCY PAY MOS?Y CJves [Ino NfA

7. ¥ REASSIGHNMENMT UP PARA 10, AR S14-240 13 NOT APRROYRD, DOES THE ARPLICANT DESMIRYE THE APPLITATION TO BE CRN-
SIVERED FOR A PERMISSIVE REASSIGNMENT UNCER PARA 11, AR 914240 I vEs (T]NO, OR A HARDSHIP DISCHARGE
(AR §35-207) L] ves [Jwo

28, REMARKS

29. INGCLOSURES (Liet evidonce aubmifted.).

4 Incl
1. Statement from Physician
#2, Statement from Rev Brown
#3, Statement from Red Cross
. Statement (Underwood)

#* OSamples are not provided.

SIGNATURE OF APPLICANT

CATE
1 July 1961

6PO BE2.1397

Figure 11-1-6.1—Continued.
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"I, Ralph T. Underwood, RA 19 300 831, have read and understand
the provisions of AR 6lh-6 and hereby waive any and all claims
against the United States for any and all transportation costs for
myself, my dependents, my household goods, and my personal effects
incident to travel and shipment resulting from reassignment from

to as requested by me,
I further agree to waive any and all claims against the United States
for mileage allowances and/or per diem allowances both for myself
and my dependents, "

SIGNATURE

Figure 11-1-5.2,
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AR 600-17

UNIDERWOOD, RALFH T. lst Ind
m19300831 (1 Ju1 61)
SUBJECT: Request for Compassionate Reassigmment
HQ, Co B, lst Bn, 19th Inf, 99tk Inf Div, Ft Miller, Utah, 2 Jul 61
THHU: Commanding Officer, lst Bn, 19th Inf, Ft Miller, Utah
TO: Commanding General, 99th Inf, Ft Miller, Utah
l. Recommend approval.

2. Conduct 5’QM Efficiency ﬁ 4/’

3. Soldier's MOS,

a., FPrimary: 111.10
b. Secomdary: 112,10

c. Additional: Xone
d. Dbuty: 611.10
b, This unit is overstrength in Pfc Underwood's MOS,
a. Authorized: 85 E3 111,10
b. Actual: 95 E3 111.10
Pfe Underwvood is not under charges, investigation, fiagging

5.
action under AR 600-31, or other administrative actions which may
result in reassigmment or separation.

'/Zmew///oz”

k Incl THOMAS H.
ne Capt,
Cc:m.ndi_ng

Figure 11-1-5.3.
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C I, AR 600-17

Procedure 11-1-6
ENLISTED APPOINTMENTS NOT CHARGEABLE TO QUOTAS

AR 624-200.
DA Form 1049 (Personnel Ac-

1. Reference.

2. Form.
tion).

3. General. This procedure covers various
types of temporary and permanent appoint-
ments which do not require quotas. Enlisted
men recommended for appointment must be in
an appointable status as defined in AR 624-200.
Appointments will not be made in any grade
which would exceed the authorized TOE, nor
will a vacancy created through reduction re-
sult in more than one appointment in each
lower grade through E-4.

4. Procedure, q. Administrative reductions.
(1) After reduction is made within the
unit, the unit commander will inter-
view the soldier who has been reduced
to find out if he wishes to appeal the
reduction. If the soldier does wish to
enter an appeal, no appointment may
be made until, and unless, the appeal
is denied by the commander authorized
to take final action. In all cases ap-
pointment to fill this vacancy must
be made within 60 days of reduction
or the vacancy is forfeited. If the
soldier does not wish to appeal the
reduction then he must make a written
statement to this effect (fig. 11-1-6.1).

(2) The unit commander will determine
cumulative appointment vacancies
within his unit,

(3) If a vacancy does exist, the unit com-
mander may appoint up to grade E—4,
after verifying the soldier’s eligibility
with PSD. For appointment above
grade E-4 the unit commander must
recommend such appointments to the
battalion commmander. Recommenda-
tions will be submitted to battalion by
DA Form 1049 (fig. 11-1-6.2).

*Note, Appointment to the grade E-7
resulting from a reduction may be aecomp-
lished without regard to the current policy

which requires that a replacement be req-
uisitioned and notification received that a re-

11-22

placement in the appropriate grade cannot be
furnished. See AR 624-200.

(4) The unit will publish and make dis-
tribution of orders appointing to grade
E—4. In addition to the normal dis-
tribution of orders—

{(a¢) One copy will be furnished the bat-
talion personnel staff NCO.

(b) Five copies for each EM appointed
will be furnished the PSD.

(5) Orders effecting an enlisted appoint-
ment require a morning report entry
in accordance with AR 335-60,

b, Appointment to Pfe (E-3).

(1) The Personnel Management Branch of
the PSD will furnish the unit a DA
Form 1049 with the names of enlisted
men who are eligible for appointment
to Pfc E-3.

(2) The unit commander will review the
list of names to determine if he desires
to appoint the eligible enlisted men.
If the unit commander decides to ap-
point the enlisted men, he will—

{a) Have the company clerk publish a
unit order making the appoint-
ments.

(b) Return the DF to the Personnel
Management Branch of the PSD in-
dicating the action taken and the
effective date of appointments.

(3) If the unit commander decides not to
appoint an enlisted man, he will re-
turn the DF to the Personnel Manage-
ment Branch of the PSD indicating
the reasons why he doeg not desire the
appointment to be made.

{4) The company clerk will make the ad-
ditional distribution of the orders as
indicated in a(4) above.

¢. Lateral appointment. If the unit com-
mander desires that a noncommissioned officer
be laterally appointed to specialist for lack of
leadership and the noncommissioned officer
does not consent—

AGO BTOBA
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(1}

(2)

(3)

AGO 5798A

Submit a DA Form 268 (Report for
Suspension of Favorable Personnel
Actions) (Procedure 11-2-11).

Submit a DA Form 1049 through bat-
talion headquarters to the PSD re-
questing that .the soldier appear be-
fore a classification board and indi-
cating why board action is necessary
(fig. 11-1-6.3).

The classification board will be di-
rected and controlled by the classifica-
tion authority. The results of the

C 1, AR 600-17

board will be furnished the unit
through battalion headquarters.

(4) Upon receipt of the results of the
classification board—

(a¢) Remove flagging action by submit-
ting a final report (Procedure 11-
2-11),

{b) If a lateral appointment was ap-
proved as a resul? of the board, the
PSD will issue the necessary orders.

(¢) Orders effecting a lateral appoint-
ment will require an appropriate
morning report entry in accordance
with AR 335-60.

11-22.1
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AR 600-17

STATEMENT

— — o ——— — — —

I, the undersigned, dc not intend to appeal my reduction to the
grade of SERGEANT (E-5).

&/v % Q» \Y‘ \.};‘—-C‘—‘LC‘ (SR
S WAL
JOHN R. MEADOWS

RA 11 160 231
8gt, Co B, 1st Bn, 19th Inf

Figure 1{-1-6.1.
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AR 600-17

PERSONNEL ACTION PATE
(AR 340-15) 10 July 1961

FILE REFERENCE SUBJECT
Underwood, Ralph T,
RA 19 300 831 Recommendation for Appolntment

TO: FROM:
Co, 1st Bn, 19th Inf CO, Co En, lst Bn, 19th Inf
Fort Miller, Utah .Fort Miller, Utah

NR PROCESS ING ACTIONS

1 1. Specialist Four {B-4) Ralph T, Underwood, RA 19 300 831 is recommended
for appointment to the grade of Sergesnt (B-5).

2. The following additional information is submltied:
a. FMOS: 112,10
b, IMOS: 112,60

¢. TOE: 3 years

d. ETS: 3 Feb 62
e. DOR: Apr 59

f. Time in Grade: 1 year, 9 months
g. Bducational level: 11} years

3. SPh Underwood performs all the duties of a 4.2 mortar squad leader in a
superior manner. He was promoted to Acting Sergeant due to his outstanding
gbility and leadership, It 1s my belief that he is fully qualified for promotion

to Sergeant E-5,
LINGEN

THOMAS W.
Capt, Inf
Copmanding

USF PLAIN PAPER POR CONTINUATION OF COMUWFNTS

DA ' i?::( “1 04 9 REPLACES EDITION OF | OCT B3, wHICH I3 OBSOLETE GRS . 36471

Figure 11-1-6.2.
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AR 600-17

PERSONKEL ACTION oare
(AR 340-15) 1 Pecember 1661

FILE REFERENCE TUBJELT
Underwood, Ralph T.
RA 19 300 831 Request for Classification Board Action
[T0: ROM:
€0, lst PBn, 19th Inf €0, Co B, 1st Bn, 19th Inf
Fort Miller, Utah Fort Milier, Utah

HR PROCESSING ACTIONS

1 1. Request that Sgt (BE-5) Ralph T. Underwood, BA 19 300 831 be laterally
appointed to Specialist Five {E-5) for lack of leadarship.

2, Sgt Underwood is attached to this unit from the 2lst Medical Detaclment,
19th Field Hospital, Fort Dundees, Texas.

3. Bgt Underwood is technically qualified in hie primary MOS, but does not
demonstrate the leadership ability required of a noncommissioned officer,

4. On numerous occasions, I have talked to Sgt Underwood in regard to his
lack of leadership. His barracks area is never ready for inspection, nor are his
n. Each time this situation haes besn called to his attention he has stated that
e cannot control the men aspigned to his platoon, and they never do anything he
gks them to do.

5. Bgt Underwcod was advised of my proposed action and stated that he wanted
to retain his NCO status.

P /' > //
T A pprin /7 Crigec.

n Incl THOMAS W. LIRGEN
#*Stetement of Sgt Underwood Capt, Inf
Commanding

*No sample provided.

USE PILAIN PAPER POR CONTINUATION 0F COMMENTS

FORM :
DA. oCT 88 AREPLAGES EQITION ©F | OCT BI, WHICH 13 QOS0LCTE FEOLM e aarn

Figure 11-1-6.1.
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C 1, AR 600-17

Procedure 11-1-7
ENLISTED APPOINTMENTS REQUIRING QUOTAS

1. References.
a. AR 310-10.
b. AR 624-200.

2. Form. DA Form 1049 (Personnel Act-
tion).

3. General. ¢. Enlisted men recommended for
appointment must meet the criteria set forth in
AR 624-200. Control will be exercised by ap-
pointment authorities to insure appointments
do not exceed local cumulative pay grade vacan-
cies, major command ceilings, or allotted quotas.
A recommendation for appointment will be sub-
mitted only as authorized in local command
directives.

b. The unit will receive an appointment al-
location from the next higher headquarters.
The letter of allocation will indicate the number
of appointments that may be made in each
grade. The letter will also contain a list of
MOS’s in which appointments may not be ef-
fected, a roster of soldiers previously recom-
mended, and the latest date on which recom-
mendations will be submitted to the allocating
headquarters (fig. 10-1-1.1).

W Nuote. Only the individuals whose names appear on
the roster as being eligible for appointment to grades
E-7 through E-9 may be considered. Appointment al-

locations for these grades are issued against a requisi-
tion and for a specific MOS.

4, Procedure, a. The method by which eligi-
ble soldiers are selected for appointment to pay
grade E-4 is at the discretion of the unit com-
mander. The unit commander may establish a
unit appointment board or may act individuaily
en recommendations submitted by designated
leaders within the unit.

(1) Check the Personnel Data Cards
(PDC) of the recommended soldiers
for flagging action under AR 600-31
and pending personnel actions. Ad-
vise the unit commander of any pend-
ing actions affecting the eligibility of
the soldier for appointment,

(2) Verify the eligibility of the soldier for

appointment from the criteria con-

tained in AR 624-200.

11-26

% (3) Report the name of tne -soldier se-
lected through the personnel staff
NCO, to the PSD by indorsement to
the letter of allocation in accordance
with instructions furnished . by the
PSD.

(4) The PSD will verify the eligibility of
the soldier for appointment and in-
dorse the correspondence to the unit
for publication of orders.

(5) Effect the appointment on unit orders
in accordance with AR 310-10.

(6) The following distribution will be re-
quired in addition to the normal dis-
tribution of unit orders:

(a) One copy direct to the battalion per-
sonnel staff NCO.

(b) Five copies for each soldier ap-
pointed will be attached to the PSD
copy of the next morning report.

{¢) One copy for the unit morning re-
port suspense file (to be filed in
suspense under the day the appoint-
ment is effective).

b. The method by which soldiers are selected
for recommendation for appointment to pay
grades E-5 and above is determined by the
policies of the appointing authority and the
unit commander. Upon selection of a soldier to
be recommended for appointment within a
quota allocation from the battalion head-
quarters—

(1) Check the soldier’s PDC for flagging
action under AR 600-31 or pending
personnel actions which might affect
his eligibility for appointment. Ad-
vise the unit commander if the sol-
dier’s eligibility is affected..

(2) Verify the eligibility of the soldier for
appointment from the criteria con-
tained in AR 624-200, and the letter
of allocation. The PDC is used as a
source of data for establishing the
soldier’s eligibility.

AGO 5T9BA
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% (3) Prepare a recommendation for ap-
pointment in original and 1 copy (fig.
11-1-7.1) unless otherwise instructed
by the battalion headquarters.

(4) Upon completion of action by the unit
commander—

(e} Remove 1 copy of the correspond-
ence for file,

{b) Submit the original copy to the bat-
talion headquarters.

{c) Annotate the reverse of the PDC in
red pencil “Rec for apmt to (grade
and date).”

“c. The battalion personnel staff NCO will
notify the unit of the date, time and place that
an appointment board will be convened, if the
battalion uses a board for the selection of sol-
diers for appointment to grades E-5 through
E-7. He will also notify the unit of the date,
time, and place for the E-8 and E-9 beard.

d. The first sergeant will—

AGO 5T98A

C 1, AR 600-17

(1) Notify the soldier concerned of the
date, time, and place.

(2) Advise the soldier of the proper uni-
form to be worn.

we. The appointing authority will cause
orders to be issued appointing the soldiers
selected for appointment to grades E-5 through
E-7. Orders effecting appointments to grades
E-8 and E-9 will be aceomplished by the man-
agement specialist upon receipt of the selected
names from E-8 and E-9 Appointment Board.
Upon receipt of the unit distribution of the ap-
pointing order— :

(1) Give 1 copy to the first sergeant so the
soldier may be notified in accordance
with unit policy.

(2) Place 1 copy in the morning report
suspense file under the effective date
of the appointment. The date of ap-
pointment is the date of the order un-
less otherwise specified in the body of
the order.

11-27
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AR 600-17

PERSONNEL ACTION BATE
(AR 340-15)
FILL REFERENCE UBJECT

Underwood, Ralph T. .
RA 19 300 831 Recommendation for Appointment

B FROW:

€0, 1st Bn, 19th Inf €0, Co B, lst En, 19th Inf
Fort Miller, Utah | Fort Miller, Utah

T0

HR PROCESSING ACTIONS

1 1. UP AR 624-200, SP b Ralph F. Underwood, RA 19 300 831, 1s recamended for
appointnent to SERGEANT E-5.

2. The following additiomal information is eubmitted:
a. PMOS: 112.10
b. IMOS: 112.60
¢, TOS: 3 years
4. ETS: 3 Feb 62
e. DOR: Apr 59
f. EDUCATION LRVEL: 114 years
3, 5P4 Underwood performs all of the duties of a k.2 Mortar Squad Leader
in a superior manner. He was appointed %o Aecting Sergeant due to his outgtanding
ability and leadership. It is my belief that he is fully qualified for appoinhnen1
to SFRGEANT E-5.
4. SP4 Underwood is in an appointable status.

5. This reccmmendation is submitted in response to para 3, letter EQFEN-XIX
dated 25 July 1961, subject: Quota for Temporary Appointments to Pay Grades E-b

thru B-T.
e
7; AL (Iu:'//'}/-%i;?/}t/

THOMAS W. LINGEN
Capt, Inf
Camanding

USFE PLAIN PAPER FOR COVTINUATION QF COWYMENTS

DA|';0(:R:'551049 HREMLACLS LDITION OF | QCT 53, WHICH t5 QaSOLLETE [T TN

Figure 11-1-74,
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AR 600-17

Procedure 11-1-8
ENLISTED EVALUATION SYSTEM

1. References.

a. AR 611-203.

b. AR 611-205.

¢. AR 611-208.

2. Forms,

a. DA Form 1049 (Personnel Action).

b. DA Form 2165 (MOS Proficiency Test

Roster).
¢c. DA Form 2166 (Commander’'s Evaluation

Report).

3. General. a. The Enlisted Evaluation System
is a method for determining the competence of en-
listed personnel in their MOS. Détails of the MOS
testing procedure and its objective are contained in
AR 611-205.

b. The objective of the proficiency pay program
is to attract and retain in the service enlisted per-
sonnel trained in occupations of critical importance
to the service, and personnel who have demon-
strated outstanding effectiveness in any assigned
gkill regardless of criticality.

¢. The results obtained in MOS evaluation are
used as a criterion of eligibility to receive pro-
ficiency pay, to verify primary MOS, and may be
used as an appointment criterion.

d. Awards and withdrawals of proficiency rating
designators will be announced in special orders
published by the PSD.

4. Procedure. a. When an MOS Evaluation
Test is scheduled, the PSD will notify the unit and
furnish a roster of the personnel eligible to be tested.

(1) The list of eligible personnel will have an
incomplete DA Form 2166, Commander’s
Evaluation Report (CER), attached .for
each name on the list.

(2) The CER's will be completed in accord-
ance with Procedure 11-1-4.

(3) Attach all complete CER’s to the letter of
transmittal and return the correspondence
to the PSD in accordance with instructions
furnished by the PSD.

b. The PSD will send an MOS Evaluation Test
Aid Pamphlet for each soldier scheduled to be
tested. The unit commander will insure the
availability of the MOS evaluation test aids—

(1) Furnish the appropriate pamphlet to each
soldier to be tested.,

(2) Advise the soldier that it is his responsi-
bility to prepare himself for the test.

AGO H383A

(3) Inform the soldier of any special study
course scheduled by the installation or
study groups being formed within the
unit,

¢. When a schedule for testing has been estab-
lished, the PSD will notify the unit of the soldiers
to be tested and of the date, time, and place of the
testing session. The soldiers scheduled for testing
should be notified in accordance with unit pro-
cedures.

(1) Post the test roster and instructions for
reporting on the unit bulletin board for
information.

(2) Insure that instructions are provided for
individuals who are scheduled for duty on
the date they are to be tested.

d. When evaluation scores are received from the
PSD, each soldier must be informed of his score in
accordance with unit procedures. The test results
may be posted on the unit bulletin board according
to the desires of the unit commander,

(1) Those soldiers who failed to attain a
qualifying score of 70 or above will auto-
matically be identified by the PSD for
appropriate board action.

{2) The unit will be notified of the action to
be taken in each case where a soldier must
appear before a board:

e. Soldiers eligible for award of a proficiency
rating, or who retain-their rating on evaluation,
will be identified by the PSD when the minimum
qualifying scores are anncunced by Department of
the Army. The PSD will furnish the unit roster
listing the eligible soldiers and a letter of instruc-
tions.

(1) Identify those soldiers on the roster who
are recommended for proficiency rating
designator (PRID) P2, and not performing
duty in an authorized TOE position for
their primary MOS (PMOS). These so0l-
diers are not eligible to receive PRD P2
unless their duty assignment is changed
(AR 611-208).

(2) Check the reverse of the Personnel Data
Card (PDC) of each soldier listed on the
roster to insure there is no flagging action
under AR 600-31.

(3)- Furnish the annotated roster to the unit

11-29


SimS
Pencil

SimS
Pencil


AR 600-17

(4)

(3)

commander for his determination of those
soldiers to be awarded a proficiency rating.
Prepare the unit commander’s reply to
the PSD as a comment on the letter of
instructions, in original and 1 copy.
Upon completion of the unit commander’s
comment—

{a) Remove 1 copy of the comment for file.
(b) Forward the original to the PSD.

J. Withdrawal of proficiency ratings P1 or P2
will be initiated by the PSD under the eircum-
stances prescribed in AR 611-208.

g. All awards or withdrawals of proficiency rat-
ings will be accomplished on special orders pub-
lished by the PSD. On receipt of such orders in

11-30

the unit—

(1
(2)
3

(4)
(5)

Furnish the unit commander a copy of the
order.

Furnish the soldier concerned a copy of
the order.

Accomplish the appropriate morning re-
port entries required by AR 33560 on the
effective date of the order.

Change the proficiency rating designator
on the PDC,

Annotate the Personnel Information Ros-
ter and check with the soldier’s immediate
superior concerning any proposed change
in duty assignment, if not already accom-
plished.

AGO 8383A
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AR 600-17

Procedure 11-1-9
EXCHANGE ASSIGNMENTS

1. Reference. AR 614-6.
2, Form. DA Form 1049 (Personnel Action).

3. General. An individual assigned within the
continental United States may request an exchange
reassignment (‘“‘swap assignment’’) with another
individual at a different station within CONUS for
mutual convenience. Assignments of this type are
not considered in the best interest of the Govern-
ment, therefore all expenses incident to travel, ship-
ment of household goods, etc., will be borne by the
individual concerned. All commanders concerned
must concur in the proposed exchange assignment
and establish & mutuaily agreeable date of reassign-
ment. Preliminary agreement between the two
individuals concerned will be arranged on a person-
to-person basis and only one individual will submit
an application.

4. Procedure. a. Prior to initiation of a request
the soldier must have in his possession a statement
from the individual with whom he wants to ex-
change assignments. The statement must meet the
requirements of AR 614-6 and must contain name,
grade, PMOS, unit and station (fig. 11-1-9.2).

b. Inform the soldier that all expenses incident
to reassignment will be paid by him and that travel
time is not authorized; however, he may be granted
ordinary leave, during which all travel is to be
accomplished. If the soldier does not have sufficient
acecrued leave he must submit a request for advance
leave or excess leave (Procedure 11-2-4).

AGO B383A

¢. Advise the soldier that if his request is ap-
proved he must make all arrangements for shipment
of household goods by commercial means, and that
Government facilities will not be utilized.

d. Prior to initiating DA Form 1049 (fig.
11-1-9.1), insure that both men have the same
grade and MOS asrequired by AR 614-96.

e. Interview the soldier as necessary to obtain
the information for the application and verify basic
data from the Personnel Data Card (PDC). Check
reverse of PDC for flagging or pending personnel
actions. -

f. Have the soldier read and sign waiver of
Government payment of expenses incident to reas-
signment (fig. 11-1-5.2).

g- Obtain information for Comment 2 from the
Personnel Data Card (PDC) and the unit com-
mander. The unit MOS inventory data can be
computed from the monthly Personnel Information
Roster.,

h. Prepare application in original and 5 copies
and have the soldier sign original.

7. On completion of Comment 2 by unit com-
mander (fig. 11-1-9.1-Continued)—

(1) Remove a copy of correspondence for unit
files.

(2) Forward application in original and 4
copies through battalion headquarters to
the PSD.

(3) Annotate the PDC on the reverse in red
pencil, “Req for exch reasgmt sbm (date).”
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AR 600-17

ags Incl 1.

3. The following information is furnished on the service member this
transfer is to be effected with:

NAME: Howard W. Smith

GRADE: Pfc E-3

PMOS: 1il.10

UNIT: HQ Co, USA Garrison (2431)
STATION: Camp Drum, N.Y,

My statement is attached as Incl 2,

/M ,‘7‘# ,/é/(é‘/&mf{.d

2 Incl RALPH T. UNDERWOOD
as Rk 19 300 831
Pfc, Co B, lst Bn, 19th Inf

TO: C&, 99th Inf Div
ATTN: AG-PSD

1. Recommend approval,

2. Conduct_¢& g,@.@_é Efficiency = //plfl

3. Soldierts MOS:

de Primary: 111.10

b. Secondary: None

PERSONNEL ACTION DATE
i (AR 340-15) A July 1961
FFTLE REFERENCE UBJECT
Underwood, Ralph T.
RA 19 300 831 Request for Exchange Assignment
: FROM;
b €0, Co B, lst Bn, 19th Inf Pfc Ralph T. Underwood, RA 19 300 83
Fort Miller, Utah Co B , ist Bn, 19th Inf
Fort Miller, Utah
HR PROCESSING ACLT IONS
1, 1. UP para 24, AR 614=6, I request an exchange assignment to Camp Drum,
New York.

2, I have made person-to-person contact with another service member who has
the same MOS , grade and qualifications that I have., His statement is attached

e I understand that I must pay all costs involved in this PCS and that no
reimbursement is authorized for travel or transportation of myself or ny dependent.ay,

2(THRU: GO, lst Bn, 19%th Inf FROM: CU, Co B, lst Bn, 1%h Inf lJu &1

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

DA‘?ch“'l 049 REDLACCS EDITION QF ¥ OCT 53, wHICH S OOSOLETE e

Figure 11-1-9.1.
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AR 600-17

2 Underwood, Ralph T.
RA 19 300 831

SUBJECT:

hl

Se

Request for Exchange Asslignment

c. Additionzl: Kome

d4. Duty: 611.10

This wnit is overstrength in soldier's MOS:

a. Authorized: 86 EBE-3 111,10

b. Actual: 94 R-3 111.10

Pfc Underwood 1s not under charges, investigation, flagging action under

AR 600-31, or administrative actions which may result in reessignment or separation.

2 Incl
ne

AGO 83834

CI\]\ diroad \\[\ ‘S{M‘)YVL W

THOMAS W. LINGEN
Capt, Inf
Commanding

Figure 11-1-9.1-—Continued.
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AR 600-17

A e EE e et e R

I, the wmdersigned, agree to this exchange assignment with
Pfc Ralph T, Underwood, RA 19 300 831, who is pregently statloned
at Fort Miller, Utah.

If this request is approved I understand that expenses incldent
to this assignment will be borme by me, I further wnderstand that

any time used as travel between duly stations will be charged agalnst
me as ordinary leave,

The following personal data required by AR 6Li~6 is submitteds

NAME: Howard W, Smith
GRADE: Pfc (E=3)
PMOS: 111,10

UNIT: HQ Co., USA Garrison (2431), Camp Drum, N.XY,

}{4«% 143//// /fiz{%

HOWARD W, SMITH
RA 11 365 101
Pfec E=3

Figure 11-1-9.2,

11-34 AGO 83834
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AR 600-17

Procedure 11-1-10
INTRADIVISIONAL REASSIGNMENT

1. Reference, AR 614-6.

2, Form. DA Form 1049 (Personnel Action).

3. General. A soldier may réquest an intradivi-
sional reassignment when he can be utilized in
another organization within the division. Reassign-
ment of enlisted personnel between units located
at the same station, installation, or activity, may
be effected by the commanders of battalions,
divisions, etc., without regard to the policy restric-
tions or assignment limitations imposed on per-
manent change of station, provided such reassign-
ment will not result in a permanent change of
station for the individual eoncerned.

4. Procedure. a. The first orderly room action
on a request for reassignment within the division
should be an interview by the first sergeant and
unit commander.

(1) Remove the soldier’s Personnel Data Card
{PDC) from the file in order to—

{a) Determine whether there are any pend-
ing personnel actions.

{b) Provide a source of information on the
soldier’s personal status as a supplement
to the interview.

(2) The interview with the unit commander
will be arranged according to unit policy.

b. Prepare the soldier’s request for reassignment
on DA Form 1049 in original and 3 copies (fig.

AGO 8383A

11-1-10.1).

(1) Verify the basic personal data from the
PDC. .

(2) Check the reverse of the PDC for flagging
action or pending personnel actions.

(3) Have the soldier sign the request and tell
him that he will be informed of the final
action on his request.

¢. Prepare the unit commander’s comment based
on the results of the interview (Comment 2, fig.
11-1-10.1).

(1) The status of the soldier’'s PMOS in the
unit should be indicated as “Authorized
(number) and Actual (number).” Thig
information may be, computed from the
posted monthly Personnel Infermation
Roster.

(2) If the soldier's PMOS is not authorized in
the unit TOE, the unit commander’s com-
ment should so state,

d. Upon completion of the unit commander’s
comment—

(1) Remove & copy of the correspondence for
the unit file.

(2) Forward the original and 2 copies to the
battalion headquarters.

(3) Annotate the reverse of the PDC in red
pencil “Reg for reasgmt sbm (date).”
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AR 600-17

PERSONNEL ACTION OATE
(AR 340-15) 1 December 1961

FILE REFERENCE

Underwood, Ralph T.

SUBJECT

Request for Reassignment

T0:

Fort Miller, Utah

FROM:
€0, Co B, lst Bn, 19th Inf Sgt Ralph T, Underwood, RA 19 300 831

Co B, 1st Bn, 19th Inf
Fort Miller, Utah

NR | _

PROCESSING ACTIONS

Utah.

2{10: CO, lat Bn, 19th Inf FROM: (O, Co B, 1st Bm, 15th Int L Dec 61

2, Conduct

a. VPMOSs
b. Dutys
c. SMOSs
d. AMOS:
e, ETSs

b, Actual:

1| ° 1. Under the provisions of AR 6Lh=6 it is requested that I be reassigned to
Headjuarters and Headquarters Compeny, 24 Battalion, 13th Infantry, Fort Miller,

2, My primary MOS is not authorized in the T0E of this organization and I am
currently performing duty in an additional MOS, The unit to which I am requeating
resgsignment has an suthorised vacanoy in my PMO3.

1. Recommend approval.

3. Status of soldier:

he Status of soldler's PMOS in units
a, Authorizedt None

YA,

RALPH T. WNDERWOOD
RA 19 300 831
sgt, Co B, 1at Bn, 15th Inf

Efficlemoy .

6L3.60
11,60
T16460
111,60
Jul &

One

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

DA.%®..1049
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AR 60017

2 TUnderwood, Ralph ¥,
RA 19 300 831
SUBJECT: Request for Reassignment

5. Bgt Underwood is not under charges, investigation, flagging action under
AR 600-31, or sdminigtrative action which may result in reassigmment or separation.

Figure 11-1-10.1—Continued.
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AR 600-17

Procedure 11-1-11
PERMISSIVE REASSIGNMENT

1. Reference. AR 614-6.

2. Form. DA Form 1049 (Personnel Action).

3. General. Soldiers assigned within the con-
tinental United States may request reassignment to
another station in the United States when personal
problems present a need for such reassignment, but
they do not have sufficient basis for a compassionate
reassignment. A permissive reassignment is not
considered in the best interests of the Government
and the soldier will be required to pay all costs of
the move including transportation of household
goods, movements of dependents, etec. Travel time
is not authorized for a permissive reassignment but
ordinary leave may be granted to accomplish the
travel. This type of reassignment request may be
submitted only when an appropriate grade and
MOS vacancy exists at the station to which reas-
signment is desired. Inguiries will not be initiated
through official correspondence nor will installation
commanders be queried by personal letters.

4. Procedure. «. The first orderly room action
on any application for reassignment I8 & personal
interview by the unit commander according to unit
procedures.

b. Prior to actual submission of the application,
the soldier must obtain documentary evidence to
establish the existence of family problems neces-
sitating reassignment. If a prior request for com-
passionate reassignment was disapproved, the same

11-38

documentary evidence may be used for permissive
reassignment.

¢. Interview the soldier as necessary to obiain in-
formation for the application (fig. 11-1-11.1) and
verify his eligibility from AR 614-6.

d. Have the soldier read and sign waiver of
Government payment of expenses incident to re-
assignment (fig. 11-1-5.2).

e. Inform the soldier that if he does not have
sufficient accrued leave time to accomplish travel
to new duty station he must request advance or
excess leave (Procedure 11-2—4).

f. Prepare the application in original and 5 copies
using information furnished by the soldier.

g. Obtain information for Comment 2 {fig. 11-1-
11.1) from the Personnel Data Card.

(1) Check the reverse of the card for flagging
action or pending personnel actions.

{2) Data concerning the unit MOS inventory
may be computed from the monthly Per-
sonne] Information Roster.

h. On completion of Comment 2—

(1) Remove a copy of application for unit file.

(2) Forward application in original and 4
copies through battalion headquarters to
the PSD.

(3) Annotate reverse of PDC in red penecil,
““Req for perm reasgmt sbm (date).”

AGO 83834


SimS
Pencil

SimS
Pencil


AR 600-17

PERSONNEL ACTION DATE
(AR 340-15) 21l July 1961

FILE REFERENCE SUBJECT

Iﬁdmssgilph T, Requeat for Permissive Reassignment

TO:

O, Go B, 1st Bn, 19th Inf
Fort Miller, Utsh

*"¥%c Ralph T. Underwood, RA 19 300 831
Co B, 1st Bn, 19th Inf
Fort Miller, Utah

PROCESSING ACT IONS

1 1, UP para 22, AR =6, I request a permissive reassignment to Camp Drm,
New York,

NR

2, On 12 July 196 my father suffered a minor heart attack, our family
doctor stated that he would not be able to work full time when he recovers firoam
his illness., My mother had to stop working in order to take ocare of my father.
I feel if this transfer iz approved that I would be more able to help out at
home, My home 1s 1l miles from Camp Drum, New York. Statement of owr family

phygsliolan is attached as Inclosure 1,
G,

,h Incl « UNDERWOOD
#1,, Statement of Dr, Lee RA 19 300 831

#2, Statemsnt of Rev Brown Pfe, Co B, lot Bn, 19th Inf
#3, Statement £r Red Croas
L. Statement of EM

o samples provided,

2| THRUs CO, 1lst Bn, 1%th Inf FROM: ©C, Co B, 1st Bn, 19th Iaf 22 Jul G

70:  CG, 99th Inf
ATTN: AG=PSD

1. Recommend approval.

2, Conduct Efficlency

3. Soldierts M0S:
8, Primary: 111,10
bs Seocondary: None
o, Additlonal: None
d. Duty: &31.10

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS
7
DA, OO!:! “1 049 REPLACES EDITIONOF 1 QCT B3, WHICH I8 OBIOLETE GPO 11958 O - $HTLA

Figure 11-1-11.1,
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AR 600-17

2 Underwvood, Ralph T.
RA 19 300 831
SUBJECT: Request for Permissive Reassigmment
h, This wnit is overstrength in scldier‘'s MDS:

a. Mrthorized: 86 B-3 111,10

]

. 94 E-3 111,10

5. Pfc Underwood is not under charges, investigation, flagging action
under AR 600-31, or other adminigtrative actions which may result in reassigmment

or separation.
b Inel THOMAS W, LINGEN
ne Uar‘t, Int
Comsanding
Figure 11-1-11.1—Continued.
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AR 600-17

Procedure 11-1-12
RETESTING WITH ARMY CLASSIFICATION BATTERY

1. Reference. AR 611-203.

2. Form. DA Form 1049 (Personnel Action).

3. General. Retesting with the Army Classifica-
tion Battery is authorized only under the conditions
set forth in appendix I, AR 611-203.

4. Procedure. a. Verify from appendix I, AR
611-203, that retesting is authorized as requested
by the soldier. Resolve any questions by verbal
inquiry to the personnel staff NCO at the next
higher headquarters.

b. Prepare the request for retest in original and 3
copies for the soldier’s signature (fig. 11-1-12.1).

¢. Submit the request to the unit commander for
approval.

AGO 83834

755-008 O-65—9 (7240A)

d. Upon approval of the request by the unit
commander, prepare Comment 2 with the unit com-
mander’s recommendation and statement of the
soldier’s duty performance (fig. 11-1-12.1).

e. Upon approval of Comment 2 by the umit
commander—

(1) Remove 1 copy of the correspondence for

the unit suspense file (7-day suspense).

(2) Forward the original and 1 copy to the
PSD.

J. Inform the soldier of the date, time, and place
of administration of the tests as subsequently
directed by the PSD.
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AR 600-17

PERSONNEL ACTION DaTe

(AR 340-15) 1 December 1961

FILL REFERENCE SUBJECT
Underwood, Ralph T.

RA 19 300 831 Army Clessification Battery Retest
KB FROM:
CO, Co B, lst Bn, 19th Inf PrcRaJ.ph'l‘.Undemod,RAl930083l
Fort Miller, Utah Co B, 1st Ba, 19th Int
? Fort Miller, Utah

NR PROCESSING ACTIONS

that I be retested with the Army Classification Battery.

1961,

RALFH T,
RA 19 300 831
Pfe, Co B, 1lst BEn, 19th Inf

2 |T0: ©G, 99th Inf Div  FROM: CO, Co B, lst Bn, 19th Inf
ATTN: AG-PSD

1., Recommend approval.
AR 611-203.

should attein higher scores when retested.

& ol Eipar

THOMAS W, LINGEN
Capt, Inf

1, Under the provisions of paragraph 10b and Appendix I, AR 611-203, request

2., 1 successfully completed the high school level GED test on 15 November

2 Dec 61

2. Individual meets the criteria get forth in paragraph 3, Appendix I,

3. Individual's duty performance and general behavior indicate that he

USE PLAIN FPAFER FOR CONTINUATION OF COMMENTS

FORM
DA 1 oCT 88 HEWLACES EDITION OF | OCT 53, wHICH IS CBSOLETE

Figure 11-1-12.1.
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AR 600-17

Procedure 11-1-13
SERVICE SCHOOLS

. References.

AR 350-22.

AR 611-201,

AR 611-203.

AR (11-215,

DA Pam 20-21.

. Form, DA Form 1049 (Personnel Action).

3. General. Individuals may submit applications
to attend any service school to further their knowl-
edge in specific fields, or to obtain new knowledge
of specific fields. The soldier must meet prerequi-
sites established for the course he is requesting.
Prerequisites for all courses are found in DA Pam
20-21 {(Army School Catalog).

4. Procedure. a. The criteria for attendance at
an Army school may be obtained by telephone from
the training NCO, 83 Section, Battalion Head-
quarters. '1he unit training NCQ should telepbone
and request—

(1) Course number and title.

{2) School administering the course.

(3} Prerequisites for the course.

(4) Length of the course.

(5) Information on similar locally conducted
schools.

e AS SR

AGO 83834

b. Have the soldier read the prerequisites for the
course and be sure that he meets all prerequisites
in both DA Pam 20-21 and AR 611-215. The
soldier should be interviewed by the unit training
officer to establish an estimate of his motivation
for completion of the course.

¢. Prepare the application in original and 4 copies
(fig. 11-1-13.1).

d. Obtain the information for Comment 2 from
the unit training officer.

{1) Check the reverse of the Personnel Data
Card (PDC) for pending personnel ac-
tions or flagging action.

(2) The MOS status of the unit may be com-
puted from the posted monthly Personnel
Information Roster.

e. When the unit commander has completed
Comment 2 of the request— .

(1) Annotate the reverse of the PDC in red
pencil, “Req for sve sch sbm (date).”

(2) Remove 1 copy of the correspondence for
the unit file.

(3) Forward the applieation in original and
3 copies to the battalion headquarters.
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AR 600~17

PERSONNEL ACTION LATE
(AR 340-15) 1 December 1961
FILE REFERENCE SUBJUEET
, Ralph T,

RA 19 300 831 Request to Attend Service School
KE FROM: Pfe Ralph T. Underwood, RA 1 8

€0, Co B, 1st Bn, 19th Inf Co B, 1ot W, 1ow Tar o 0 ot

Fort Miller, Utah Fort Miller, Uteh

NR

PROCESSING ACTIONS

L. Under the provisions of Section ITI, AR 611-215 and DA Pamphlet 20-21,
request I be permitted to attend Course Fumber 1R-3434 (Surface to Surface
Migsile), at Yuma Test Station, Yuma, Arizona.

2, I have read, and believe that I meet all necessary prerequisites required
by the above regulations.

RALPH T, UNDERWOOD
RA 19 300 831

Pfc, Co B, 1st Bn, 19th Inf
THRU: CO, 1st Bn, 19th Inf  FROM: CO, Co B, lst Bn, 19th Inf b Dec 61

TO:  CG, 99th Inf Div
ATTN: AG-PSD

1. Recommend approval.
2, Conduct Efficiency .

3. Status of soldier's PMOS in this unit:
a, Authorized: 111,10 E-3 89
b. Actual: 111.10 E-3 B85

i, Upon campletion of school training the services of this soldler cannot be
utilized by this unit.

S« A replacement for Pfc Underwood will be required if this request is
approved,

6, Pfc Underwood is not under charges, investigation, flagging action under
AR 600-31, or administrative actions which may result in reassigrment or

separation. .
—— _//./‘
‘7/0/;‘er, YA g <

THMAS W, LINGEN
Capt, Inf
Commanding

USE PLAIN PAPER FOR CONTINUATION 0OF COMMENTS

DA ' E)Ocﬂv “' 04 9 REFLACES EDITICN OF ) OCT %3, WHIC H 'S OBSOLETY G Ten a0 eaTIA
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Figure 11-1-18.1.
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AR 600-17

Procedure 11-1-14
SPECIAL ASSIGNMENTS

1. References.

a. AR 611-50.

b. AR 611-214.

c. AR 614-2i2,

d. AR 614-6.

2, Forms. The forms used will depend on the
regulation under which the request is submitted.

3. General. This procedure governs the sub-
mission of applications for assignment to Military
Missions, Advisory Groups, Internationsl and Joint
Headquarters, Reserve Component and Reserve
Officers Training Corps duty. These procedures
may also apply to other types of special assignments
not specifically mentioned herein. Any question
concerning these assignments may be referred to the
battalion persannel staff NCO.

4. Procedure. a. A soldier desiring a special
assignment, should first be required to read the
governing regulation. He should be assisted in
interpreting any part of the regulation relating to
the criteria for, or conditions of, the assignment.
The soldier must consider himself and his de-
pendents fully qualified and highly motivated for
the assignment.

AGO 8383A

b. Arrange an interview by the unit commander
according to unit policy.

(1) Furnish the interviewing officer the appli-
cable regulation so he may first familiarize
himself with the stringent personal stand-
ards required of individuals applying for
special assignments.

(2) Furnish the interviewing officer the
soldier’s Personnel Data Card (PDC).

{3) A subsequent interview with the soldier’s
adult dependents is required for certain
assignments.

~¢. The unit commander will determine from the

information available at urit level, and from the
interview, if the soldier appears qualified for the
assignment.

d. Contact the battalion personnel staff NCO
and arrange an appointment for the soldier with the
personnel management team speecialist, PSD.

e. The Personnel Management Branch of the
PSD will check the soldier’s official records and
assist him in preparation of the application. A
list of instructions for the processing of the applica-
tion will be furnished the unit.
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AR 600-17

Procedure 11-1-15
TEMPORARY DEFERMENT FROM FOREIGN SERVICE

1. Reference. AR 614-30.

2, Form. DA Form 1049 (Personnel Action).

3. General. Under the provisions of section III,
AR 614-30, a soldier may be granted a temporary
deferment from oversea service when compliance
with 'such orders will impose undue hardship upon
the individual or hig family, Criteria for determin-
ing “hardship” are set forth in AR 614-30. In no
case will AR 614-30 be used as a means of affording
individuals an unjustified delay in departure from
their home stations, To avoid excessive loss of
time in processing approved requests for deferment,
every effort will be made to expedite the forwarding
- of applications.

4. Procedure. a. The first orderly room action
on any application for deferment is a personal inter-
view by the unit ecommander according to unit
procedures.

b. Prior to actusl submission of the application,
the soldier must obtain documentary evidence, in
accordance with AR 614-30, to establish the exist-
ence of family problems necessitating deferment
(figs. 11-1-15.2 and 11-1-15.3).
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¢. The soldier must make a statement as to
whether or not request for deferment from this or
another oversea assignment has ever been submitted
and the action taken in response to such a request
(fig. 11-1-15.1).

d. Based on information provided by the soldier,
type the request on DA Form 1049 in original and
2 copies. )

e. The unit commander’s indorsement will in-
clude information as prescribed by AR 614-30
(Comment 2, fig. 11-1-15.1). Check the Personnel
Data Card (PDC) for flagging action or pending
personne] actions, .

J. On completion of Comment 2 by the unit
commander—

(1) Remove a copy of correspondence for unit
files.

(2) Forward application in original and 1 copy
through battalion headquarters to the
- PSD.

{3) - Annotate reverse of the PDC in red pencil
“Req for deferment o/s sbm (date).”

AGO 83834
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AR 600-17

PERSONNEL ACTION P
(AR 340-15) 1 July 1961
FILE REFERENCE SUBJECT
Underwoed, Ralph T
RA 19 300 832 Request for Temporary Deferment from Oversea Levy
0 FROM:
O, Co B, lst Bn, 19th Inf PfcRa.'LphT.Und.emood,RAl93)OB3l

Co B, 1lst Bn, 19th Inf

Fort Miller, Utah Fort Miller, Utal

NR PROCESSING ACTIONS

1 1., UP para 10, Sectlon III, AR 614-30, I request & 30-day temporary defer-
ent. I am levied for overseas an 3 August 1961 and scheduled to report to the
Port of Debarkation on 1 August 1961.

2, My reason for this request is that my wife is in her Sth month of preg-
nancy. The baby is due ofa 1 August 1961 end I have two other children who must
'be teken care of while my wife is in the hospital. After the birth of the beby,
my wife will be unable to take care of our two older children; one is 5 and the
other is 2 years of age. The doctor has informed me that my wife will have to
remain in bed approximately 10 to 1% days upon her release from the hospital.

3+ My mother is my only living relative, and she lives in Buffalo, New York,
I cannot afford to psy her transportation here to take care of my wife and
children for a month or wmore.

4, My home address is: 1931 Barber Street, Salt Lake City, Utah.

S5« I have not submitted a request for a temporary deferment on this levy nor
heve I made a previous request resulting in deferment from overses assigmment.

:c /f/l/d /("f'{‘/

2 Inel mm T. UNDERWOOD
1. Ltr from Doc RA 19 300 831
2, Affidavit fr Mrs. Smith Pfc, Co B, lst Bn, 19th Inf
2 THRU: CO, lst Bu, 19th Inf FROM: CO, Co B, lst Bn, 19th Inf 1Ju 61

T0: G, 99th Inf Div
ATTN: AG-PSD

l. Recamuend approvel.

2, Subject EM is on HQ, 99th Inf Div S0 103 (oversea levy) and 1s charged
against August allocation of COUSASEVEN {USAREUR).

/Z//rzfﬂf// 77 / add

2 Incl THOMAS W, LINGEN
ne Capt, Inf
Commanding

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

DA ' E?CR_': 551 049 REPLACES EDITION OF | OCT 83, wWHICH 15 ORSCLETE GEG ey T

Figure 11-1-15.1.
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Nrs, Underwood's condition
After such a

must have st least 10 to 14 days rest after re-

nother
the hospl

or to her pregmancy.

the attending physician for Pfe Ralph T. Underwood's
birth will be cecparean sectiom.

i

c¢e that Pfc Underwood be granted

o

would be gufficient time for Mrs. Underwood to

8 of
deferment
30 days

recover sufficiently

» Which would allow his wife time to recover.

the greatest

It 1
30-éay
that

M

take care of her two other children.

T o) el

RONALD J. JOHNSON, MD

Major, NC

Attending Physician

Figure 11-1-152.
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AR 600-17

AFFIDAVIT

Pfc Underwood has lived next door to me for over a year now;
at the present time his wife is pregnant, and cannot do very much
work around the house without the help of Ralph. Mr. and Mrs,
Underwood have two other swall children to take care of also.

Mr. Underwood informed me that he may go overseas shortly and asked
if 1 would teke care of his two children while his wife iz in the
hospital, and for sbout two weeks after she comes out., I will be
leaving this ares myself about the same time that Mr. Underwood will
be leaving and I am therefore unable to meet his request.

D

Viaiting Burse
Child Welfare Department

Figure 11-1-15.3.

A0 83834 11-49


SimS
Pencil

SimS
Pencil

SimS
Pencil


AR 600-17

Procedure 11-1-16
VERIFICATION AND USE OF PERSONNEL INFORMATION ROSTER

1. References.

a. AR 611-203.

b. AR 600-16.

¢. DA Pam 600-8.

2. Forms.

a. Personnel Information Roster (Machine) DA
2472 (app. 6-11).

b. Personnel Information Roster (Manual) (fig.
3-11.1, DA Pam 600-8).

3. General. The Personnel Information Roster
is a monthly roster listing basic information on all
officer and enlisted personnel assigned to each
company of the division. It isa means of communi-
cation between the PSD and a commander or staff
supervisor regarding personnel management activi-
ties. The roster is maintained on & day-to-day
basis to indicate forwarding of requests for reclassi-
fication or reassignment; approval of OJT; posting
of special orders; changes of duty titles or duty
MOS; recommendations for appointment, conduct,
and efficiency ratings; and remarks pertaining to
qualification in DMOS.

4. Procedure. . Upon initial receipt of the
letter from the PSD (fig. 11-1-16.1) with 4 copies
of the Personnel Information Roster—

(1) Verify entries on the roster by checking
against the preceding month’s posted
roster.

(2) Correct errors by drawing a single line
through erroneous data and printing cor-
rect information.

b. In addition to the sources of information in
paragraph 3, check with the first sergeant and unit
commander for any other information or actions
the unit commander desires in the ‘“Remarks”
column.

¢. Print information from the previous month’s
posted roster and additional information and ac-
tions desired by the unit commander in the “Re-
marks” column on all copies of the roster.

d. Prepare an indorsement to return the rosters
to the PSD (fig. 11-1-16.1).

11-50

e. Attach all copies of the roster and give to the
first sergeant to check for accuracy and proper
content.

J. When the first sergeant has completed check-
ing the correspondence, submit it to the unit com-
mander for verification and signature.

g. After receipt of the signed correspondence and
attached rosters from the unit commander—

(1) Dispatch the original and 1 copy of the
letter, and the original and 2 copies of the
roster to the PSD.

(2) Retain 1 copy of the PSD letter in the
unit files.

(3) Retain 1 copy of the roster to be used as
a work copy. Keep the roster posted
daily by entering changes in duty MOS,
reclassification and reassignment actions,
requests for OJT submitted to the com-
mander, special orders, conduct and effi-
ciency ratings, and other appropriate re-
marks as directed by the unit commander.

k. The PSD will take appropriate action on the
annotated roster and return 1 copy of the roster
indicating the action has been accomplished or is
pending. Upon receipt of the copy of the com-
pleted roster from the personnel management team
specialist—

(1) Route the roster to the first sergeant and
the unit commander for information rela-
tive to action completed by the PSD, and
requests from the PSD for action to be
accomplished by the unit.

(2) Withdraw file copy of the letter referred
to in g(2) above, and destroy.

(3) Post comments from the returned roster
to the work copy g(3) above, and file the
returned roster in the unit files for 3
months, then destroy.

i. Upon receipt of the next month’s completed
roster from the PSD, repeat the maintenance pro-
cedures.
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AR 600-17

HEADQUARTERS
99TH INFANTRY DIVISION
FORT MILLER, UTAH
6 May 1961

SUBJECT: YVerification of Personnel Information Roster

T0: Commanding Officer
Company C, 2nd Battaliom

19th Infentry
Fort Miller, Utsh

1. Fowr (4) copies of a Persommel Information Roster for your
organization are attached for verification and comment.

2. It is requested that the information on the roster be
verified and changes and/or discrepancies noted in the remarks
column, An asterisk appearing in the remarks column opposite a
line entry indicates a possible mal-assigmment or other discrepancy
in the data shown. An appropriste entry will be made on the unit
morning report to substantiate change in data required to be reported
in accordance with AR 335-60,

3. BRemarks to be entered are:

&. Changes of duty assigmmentes.

b. Enlisted efficiency ratings in the event of superviscry
changes.

c. Clagsification or reclassification actions dasired.
d. Batisfactory completion of on-the-job training.

e. Discrepancies in duty titles or duty MOS8,

f. Other pertinent information.

Figure 11-1-16.1.
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AR 600-17

6 May 1961
SUBJECT: Verification of Personnel Information Roster

%, The Personnel Information Roster verified in Feb, May, Ang
and Nov will be annotated with a "yes" opposite the names of soldiers
recommended for appointment to the next higher temporary grade.
Recomzended individusls must meet all eligibility criteria in AR
624-200 or meet the criteris by (Specify date), to be recommended for
appointment.

5. Three coples of the verified Personnel Information Roster
are to be returned to this headquarters, ATIN: AGPSD-N, not later
than 5 work days after receipt.

FOR THE OOMMANDER:

% /(/ 4(%
1 Inel JOEN

a8 Capt,
Asst Adj Gen
(6 May 61) lst Ind

€O, Co B, 1st Bn, 19th Inf, Fort Miller, Utsh, 5 June 1961
70: Commanding General, 99th Inf Div, Fort Miller, Utah
Paragraphs 2, 3, 4, and 5 of basic letter complied with.

— wmm/% / At

1 Incl mams W. LINGEN
wd quad cy Capt, Inf
. Coamending

Figure 11-1-16.1—Continued.
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AR 600-17

Procedure 11-1-17
VYOLUNTEER FOR FOREIGN SERVICE

1. Reference. AR 614-30.

2. Form. DA Form 1049 {Personnel Action).

3. General. An individual volunteering for
foreign service must meet the criteria contained in
AR 614-30. The submission of a request for over-
sea service constitutes a waiver, if applicable, of the
18 months assured service in CONUS or area of
residence. 'This request will also constitute a com-
mitment to extend term of enlistment or active
duty, or to reenlist in order to have sufficient re-
maining service to complete the prescribed tour in
the oversea area. If the application is approved
reassignment is directed, reenlistment, extension of
active duty or extension of enlistment will be ac-
complished prior to departure from the home
station.

4. Procedure. a. Have the soldier read the
eligibility requirements in AR 614-30 and assist
him in determining his eligibility.

b. Interview the soldier to obtain the necessary
information for the application (fig. 11-1-17.1).

(1} Verify personal data from the Personnel
Data Card (PDC). ‘

(2) Check the reverse of the PDC for pending
actions or flagging actions.

AGO B383A

¢. Prepare the application and Comment 2 on
DA Form 1049 in original and 4 copies (fig.
11-1-17.1).

d. When the unit commander bas completed
Comment 2—

(1) Annotate reverse of the PIDC in red pencil,
“Vol for FS (date).”

(2) Remove a copy of the correspondence for
the battalion headquarters and place a red
check mark beside the address of the head-
quarters.

(3) Remove a copy of the correspondence for
the unit file.

{4) Forward the application in original and 2
copies to the PSD.

¢. When an approved request for foreign service
is received—

(1) Notify soldier in accordance with unit
policy.

(2) Correct the FSA Code on the morning
report.

(3) Annotate reverse of the PDC in red pencil
“Approved vol for FS (date).”

(4) Change the FSA Code on the front of the
PDC.
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AR 600-~17

PERSONNEL ACTION bATE
(AR 340-15) 1 December 1961
FTLE REFERENCE SUBJECT

UNDERWOOD, Ealph 2.

BA 19 00 831 , Request for Foreign Bervice )

™ 00, Co B, 1st B, 19th Inf Fow Hemmrunnmulgsooaa:

? '’ (4 -
Ft Willer, Uteh Co B, lst En, 19th Int

NR

PROCESSING ACTIONS

1. Under the provisions of AR 614-30 I request foreign service in the
following thesters in the pricrily indicated:

( ) Any 0'Sea (1) Barope  (3) Karea (2) Okinawm
( )Hxentd ( ) Aaska ( ) Africa & Miadle East aree
( ) Caribbean ares ( ) Japan ( ) Horth Atlantic Area

2. If selacted for sscigment to the theater of my cholce I will extend my

pe:dodoracuwdm;y,orrom.ut, in order to complete a normal towr in the
overseas command,

3. BEy last oompleted oversess tour was (with) (vithout) dependents and I
was assigned to: EUBA {Korea)

h. I (wewe) (bave not) oompleted 18 months in CGRUS since my retwn from

OVEroaas,
%///M(W{ﬁ
. UNIERWOOD
RA 19 300 830
Pfc, Co B, 1st Bu, 19th Inf
T0: 00, 99th Inf Iiv FROM: co,con,mm,mm k Dase 61
ATN: AOG-FPSD

1. Recamend approval.

2. Coduct 7C  Bffieleny _Cree .

3. Pfe Underwood 1s not under charges, investigation, flegging action under

AR 600-31, or adwinistrative actions which msy result in reascigmment or
separstion,
Cory Farns

ma«sw.
€0, lst Bn, 19th Inf

) m
HOTE, -- This format is suitable for reproduction as a form letter.

USE PLAIN PAPER POR CONTINUATION OF CONMENTS

DA ' oc'r . ‘ 049 REPLACES EDITICN OF ¥ OCT 53, WHICH.IS OBSOLETE . PO : 1955 0. 36T
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AR 600-17

Section IIl. PERSONNEL ACTIONS AND PERSONAL AFFAIRS
Procedure 11-2~-1
EARLY SEPARATION TO ACCEPT EMPLOYMENT OF A SEASONAL NATURE

1. Reference. AR 635-205.

2. Form. DA Form 1049 (Personnel Action).

3. General. Enlisted men who have less than 3
months remaining in their terms of service and have
completed 21 months active service may be dis-
charged for the convenience of the Government 1o
accept employment of a seasonal nature. Applica-
tions must evidence an opportunity to participate
in empioyment of a seasonal nature which will begin
in the 3-month period, and which will not be avail-
able upon normal expiration of the soldier’s term of
service. Detailed criteria are contained in AR
635205,

4. Procedure. a. Soldiers desiring this type of
separation will be shown the appropriate paragraph
of AR $635~205 which states the evidence required,
(letter from prospective employer, county agent,
social welfare worker, parents, etc.) (figs. 11-2-1.2
and 11-2-1.3), and what the evidence must prove.
Statements from civilian sources should be notar-
ized. An interview by the unit commander wiil be
required so that his comments and recommenda-
tions will reflect personal knowledge of the soldier’s
problem. The unit commander must be prepared
to state that the soldier’s services are not essential
to the organization if he recommends approval of
the application,

b. When the scldier had obtained the required
evidence, prepare the application in draft form
based on the soldier’s statement (fig. 11-2-1.1).

AGO B8383A

(1) Verify the basic data with the Personnel
Data Card (PDC).

{2) Check reverse of the PDC for flagging
action or pending personnel actions.

¢. Prepare the unit commander’s comment in
draft form,

(1) Compute the unit authorized and actual
strength in the soldier’s MOS from the
posted monthly Personnel Information
Roster.

(2) Request from the first sergeant informae-
tion concerning the essentiality of the
soldier to the unit.

(3) Submit the draft application and unit
commander’s comment to the unit com-
mander for approval.

d. Upon completion of action by the unit com-
mander—

(1) Prepare the application and Comment 2
(fig. 11-2-1.1) in original and ¢ copies
and obtain the soldier’s signature and the
unit commander’s signature.

(2) Remove 1 copy of the application for the
unit files.

{3) Annotate the PDC on the reverse in red
pencil, “Req for early sep sbm (date).”

(4) Forward the original and 3 copies of the
application through battalion headquar-
ters to the PSD.
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AR 600-17

PERSONNEL ACTION CATE

(AR 340-15) 8 August 1961
FILE REFERENCE TUBJECT
Underwood, Ralph T, hrlwswsuontoncemmmor
BA 19 300 831 a Seascnal Nature
T0: FROM:
€0, Co B, lst Bn, 19th Inf Div Pfc Balph T. Underwood, RA 19 300 83t

Co B, lst Ba, 19th Inf

Pt Miller, Uteh Ft Miller, Utah

PROCESS ING ACT IDNS

1., Under the provisions of peragraph 10, AR 635-205, I request an early
release to assist my father, Joseph B. Undexrwood, harvest this season's feed crop
arnd assist in the dairy operation.

2. My father has owned and operwted a 600 acre farm in Texarkans, Arkansas
for the past 30 years. Prior to my indnction I-assisted father on a full time
basis in the operatiom of the farm, At present there are acres under cultiva-
ﬂm,mOmorwheatmdmOmotammmOmsofw.
rminderhmturewhichismmsuwtow herd of 200 dairy cows. To
date my father has been unsble to obtain the halp he needs to harvest the feed
crops end assigt in the dairy operation, It is essential that I be released to
prevent a great financial loss.

3, I vas inducted on 15 December 1959 and my ETS is 1h Decembder 1961. It is
necessary that I be released not later than 20 September 196l in order to of
help this season.

¢

L)

4. Letters from my father and the local county sgriculture sgent are being

submitted with this application,
MW

2 Incl RALPH T, UNDRRWOOD
as RA 19 300 830
Pfo, Co B, lst Bn, 19th Inf
THRU: CO, lst Ba, 19th Inf FROM: (0, Co B, lst Bn, 19th Inf 9 Aung 61

TO: C3, 99th Inf Miv
ATTN: AG-PSD

1. Recamend approval,

2, Bervices of soldier are not essential to the performance of this wnit's
mission.

3. Pfc Undexwood is not under charges, investigation, flagging action, or
other administrative action which mey result in reassigoment separation.

T i

2 Incl THOMAS W,
ne Capt, Inf
Cosmanding
USE PLAIN PAPER PFOR CONTINUATION OF COMMENTS
DA roCcT .'1 04 9 AECPLACES EDITION OF Y OCT BS, wHICH |3 OBSOLETE GRO: 1084 O - MdTe
Figure 11-2-1.1.
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AGG 83834

AR 600-17

RD b, Texarkana, Arkansas
August 5, 1961

Camanding Officer

Company, B, lst Bettalion
19th Inf, 99th Inf Divieion
Fort Miller, Utah

Dear 8ir,

This letter is to inform you of the dire need for the release
of my son, Pvt Ralph T. Underwood, to aesist me in the operation
of my farm.

I bave maittained my present dairy operation and farming of the
necessary feed crops for the pest 30 years. My son Ralph assisted
with all of the operaticns for 8 years prior to his induction. There
are no other children in the family and I have relied heavily om him
in the past. .

1 have not been sble to locate any help in this area end am in
great need of my son's assistance as I am unable to manage my 600
acres by myself.

The season for the harvest of my feed crops starts Beptexber
20th and ends sbout Hovember 20th. The dairy operations start imme-
diately following the harvest.

I sincerely appreciate eny assistmeem can render in the
release of my BON.

Very truly yours,”

/ﬁ%w

Jogeph B, Undexrwood

Hotary seal

Inclosure 1

Figure 11-2-1.2.
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AR 600-17

11-58

COURTY AORICULAURE DEPARTMENT
TEXAREANA, ARKANSAS

August 1, 1561

Comanding Officer

Company B, lst Battalion
19th Inf, 99th Inf Division
Fort Miller, Utah

Dear Bir,

This is to inform you that Mr. Joseph B. Underwood, a resident
of this county, has owned and operated his present dairy farm for
sbout 30 years. He presemtly has a herd of about 200 head of dalry
cows and has approximately LOO ecres under cultivation, of which
200 acres is. feed orops. JFarm help 1a in very short supply in this
region at this time and my efforts to assist Mr. Undervood obtain
help have met with negative results.

It 1s my hope that you will give favorable consideration to the
release of Ralyh Underwood in order to prevent financial loss and
possibly loss of his total investment,

The season for his operation stearts September 20th and runs for
sbout 5 months.

Yours truly,
%:. Doe
Agriculture Agent
Notary seal
Inclosure 2
Figure 11-£-1.8.
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AR 600-17

Procedure 11-2-2
EARLY SEPARATION TO ATTEND SCHOOL

1. Reference. AR 635-205.

2. Form. DA Form 1049 (Personnel Action).

3. General. Enlisted men who have less than 3
months remaining in their term of service and who
have completed at least 21 months active service
may be separated upon furnishing evidence that
they would be pensalized in the pursuit of their
education if required to remain in service until
their normal expiration of term of service. The
school at which attendance is contemplated must
be an accredited institution and the course of in-
gtruction must lead to a baccalaureate or higher
degree. The soldier’s services must hot be essential
to the mission of his assipned organization. Ad-
ditional criteria are contained in AR 635-205.

4. Procedure. a. Enlisted personnel desiring to
submit an application for early separation to attend
school will be shown the appropriate paragraph of
AR 635-205 establishing the criteria for separation.
If the soldier feels that his case meets the criteria,
he should be advised to write for the necessary
evidence {AR 635-205). An interview by the unit
commander will be required so that his comments
and recommendations will reflect personal knowl-
edge of the soldier’s problem,

b. When the soldier has the required evidence,
prepare the application in draft form based on the
soldier’s statement (fig. 11-2-2.1). x

(1) Verify the basic data with the Personnel
Data Card (PDC).
(2) Check reverse of the PDC for flagging ac-

AGO 83834

tion or pending personnel actions.
(3) Attach the evidence submitted by soldier.
{a) Official school statement (fig. 11-2-2.2).
(b) Signed statement of soldier (fig. 11-2-
2.3).
{c} Any additional evidence submitted by
soldier (fig. 11-2-2.4),
¢. Prepare the unit commander’s comment in
draft form.

(1) Compute the unit authorized and actual
strengths in the soldier’'s MOS from the
posted monthly Personnel Information
Roster.

{2) Request from the first sergeant informa-
tion concerning the essentiality of the
soldier to the unit.

{3) Submit the draft application and unit

. commander’s comment to the unit com-

mander for approval. .

d. Upon completion of action by the unit com-
mander— ‘

(1) Prepare the application and Comment 2
in original and 4 copies and obtain neces-
sary signatures.

(2) Remove 1 copy of the application for the
unit file. .

(3) Annotate the PDC on the reverse in red
pencil, *Req for early sep sbm {date).”

(4) Forward the application in original and 3
copies through battalion headquarters to
the PSD,

11-59


SimS
Pencil

SimS
Pencil


PERSONNEL ACTION ' DATE
(AR 340-15) 1 December 1941
F1LE REFERENCE SUSJECT .
Underwood, Ralph T, Early Separation to Attend Scheol
Us 19 300 831
0. g
G0, Co B, 1lst Bn, 19th Inf Ralph T, Underwood, U3 19 300 831
Port Miller, Utsh Co B, 18t Bn, 17th Inf
Fort Miller, Utah

NR

PROCESS ING ACT 1043

1., Under the provisions of paragraph 9, AR €35~205, request I be auth=
orized early separation to attend the spring semester of the 1962 sohool year at
the Johns Hopklins University, Pethesda, Md.

2, Baslo datas
a. Requeated separation dates NLT 5 Jan &2
b. Latest dats enrollment may be effecteds 1 Jun &2
¢, Nomal ETS: 1l Mar &
d. Date of enlistmant or industions 15 Mar 60

3, My edwation was interrupted by induwotlon into the Army subsequant to
completion of my third year of undergraduate work.

L. I am financidlly able to pay the entrandce fee at Johns Hopking and will
do so upon reglstration,

B+ A letter of amoceptance from the Dean of Admissgicns is ineclosed,

6+ I have also attached a letter of acoeptance from the personnel manager
of the Smith, Klein and Fremnch Laboratories, indlcaiing acceptance for employ-
ment in the capacity of chamlst, wpon my succeaaful completion of studies at the
Jolns Hopldins University,

7« The specific sohool term for which I am seeking adudssion is the most

| opportune time for me to complete my education, If I do not complete it prior

to 1963 I will not be qualified for the job at the Smith Klein and French
Laboratories, Ino.

%/W

3Inel UNDERWOOD

as US 19 300 831
Pfo, Co B, 1lst Bn, 19th Inf

USE PLAIN PAPER POR CONTINUATION QF COMMENTS

FORM
D A 1 OCT 8B 4 REPLACES EDITION OF LOCHR M WHICH 1 OBIOLETE GPO : 1955 © - 384TI4
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AR 600-17

2 Underwood, Ralph T.

US 19 300 831
SUBJECT: Early Separstion to Attend School
THRU: CO, lst En, 19th Inf FROM: CO, Co B, lst Bn, 19th Inf 5 Dec 61

TO:  CG, 99th Inf Div
ATTN: AG-PSD

1. Recommend aspproval.

2. Services of soldier are not essentlal to the performance of this unit's
mission.

3. Pfc Underwood is not under charges, investigation, flagging action under
AR 600-31, or administrative actions which may result in reassigmment or separation.

T

3 Incl TECMAS W, LINGEN
ne Capt, Inf
Commanding
Figure 11-2-2.1—Continued.
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OFFICE OF THE DEAN OF ADMISSIONS
JOHNS HOPKINS UNIVERSITY
BETHESDA 14, MARYLAND

November 1, 1961

Pvt Ralph T, Underwood
Compary B, 1st Battalion
19th Infantry

Fort Miller, Utah

Dear Pvt Underwood:

In reply to your letter of the 2nd of October 1961 the
following information is submitted.

You have been accepted for enrollment for the spring semester
of the 1962 school year in order to obtain your baccalsureate de=
gree, The enrollment period is from the Lth thru the lith of
Jamary 1962, You must report for enrollment not later than the lhth
of January 1962,

Sincerely yours,

Edward V, Jackson
Dean of Admissio

Inclosure 1

Pigure 11-2-2.2.
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AR 600-17

STATEMER?T

1 December 1961

I, Ralph T. Underwood, US 19 300 831, having been informed of the
provisions of Articles 3(b), 31b and 83, Uniform Code of Military
Justice, make the following statement:

I understand that if I am separated from the Armed Forces by
means of either a knowingly false representation in regard to any
of the qualifications or disqualifieations prescribed Ly law, regu-
lations, or orders for such separation, or Wy deliberate conceslment
of any disqualification for such separaticn, I shall be subject to
courts-nmartial jJurisdiction under the Uniform Code of Militery
Justice, Articls 3(b), for viclation of the Uniform Code of Military
Justice, Article 83, or prosecution in a United States Dstrict
Court for violation of Title 18, United Btates Codes, Section 1001,
or other applicable statutes.

U8 19 300 831
Pfe, Co B, 1lst Ba, 19th Inf Div

Inclosure 2

Figure 11-2-8.8.
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AR 600-17

SMITH KLEIN AND FRERCH LABORATORIES, INC.
PERSONNEL DIVISION
TRENTON, NEW JERSEY

November 1, 1961

Pyt Ralph T. Underwood
Company B, Ist Battalion
19th Infantry Division
Fort Miller, Utah

Dear Pvt Underwood:

Phis letter is in reply to your request for written verification
of previous conversations relative to employment.

You will be employed by this company as soon as you are avail-
able after campleting your studies at the Johns Hopking University,
providing you can Join us in early 1963.

We are looking forward to you joining owr research staff as a
chemigt, early in 1963,

Yery truly yowrs,

Sl 2 puik

“"Joseph D. Spark
Personnel Mansger

Inclogure 3

Figure 11-2-2.4.
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AR 600-17

Procedure 11-2-3
EXTENSION OF CURRENT PERIOD OF ACTIVE DUTY OR ENLISTMENT

1. References,

a. AR 140-111.

b. AR 601-210.

¢. AR 601227,

2. Forms.

a. DA Form 1049 (Personnel Action).

b. DA Form 1685 (Qath of Extension of Enlist-
ment).

" 3. General. These procedures apply to enlisted
personnel of the RA, AUS ANGUS, and USAR.
Extensions of periods of active duty or enlistment
of from 1 to 11 menths are authorized for those who
are qualified for RA enlistment. The total length
of extensions granted under the referenced regula-
tions may not exceed a maximum of 11 months.

4, Procedure. Request will reach the PSD a
minimum of 15 days prior to the end of the original
enlistment or period of active duty.

a. Application of AUS personnel will include the
following statement:

In the event this request is approved, I understand that I
may not thereafter retract my consent for additional active
duty 88 & reservist,

b. Prepare the typewritten request on DA Form
1049 in original and 3 copies, and Comment 2 for
the unit commander’s recommendation and signa-
ture (fig. 11-2-3.1).

(1) Check the soldier’s data card for flagging
action or pending administrative actions.

(2) Submit the request to the first sergeant
for approval before it is submitted to the
unit commander:

AGO 83834

¢. When the request has been approved and
signed by the unit commander—

(1) Forward the original and 2 copies through
battalion headquarters to the PSD.

{2) File 1 copy in the unit suspense file (3
days prior to expiration of the soldlers
sctive duty). -

d. The following applies to RA personnel who
must extend their periods of enlistment:

(1) Upon receipt of the typed original and 1
copy of DA Form 1695 (Oath of Exten-
sion of Enlistment) from the PSD, the
unit commander will administer the oath
on the date indicated by the PSD at an
appropriate ceremony. Both copies of the
DA Form 1695 will be signed by the
soldier and the unit commander.

(2) Prepare the Personnel Data Card for the

' morning report remark (Procedure 11—
5-1).

(3) Return both signed copies of the DA
Form 1695 to the PSD attached to the
morning report on which the remark con-
cerning the extension of active duty ap-
pears. '

e. For USAR, NGUS, and AUS.

{1) Upon receipt of approving correspondence
and extension orders, notify individual
and place documents in MR suspense file
for effective date of exfension.

(2) On effective date make appropriate MR
entry and forward copies of correspond-
ence and orders with MR to the PSD.
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AR 600-17

PERSONNEL ACTION ' DATE
(AR 340-15) 1 December 1961
[FTLE REFERERCE TUBJECT
Underwood, Relph T. .
Us 19 300 831 Extension of Active Duty
0: - FROM: Pfc Ralph T. Underwood, US 1 )
O, Co B, lgt Ba, 19th Inf .%B,lgtm"l%hm’ 9 300 831
Ft Miller, Utah Ft Miller, Ubah
NR E‘FQEESSING ACTIDONS
1

be extended for 1l months for the purpose of fulfilling 1 year active duty
requirement upon completion of Airborne Training.

after retract my consent for additional active duty as a reservist.

2|THRU: CO, 1lst Ba, 19th Inf FROM: CO, Co B, lst Bn, 19th Inf 1 Dec 61
703

AR 600-31, or administrative actions which may result in resssigmment or
geparation,

1. Under the provisions of paragraph 7, AR 601-227, request my active duty

2. In the event this action 1s approved, I understand that I may not there-

RALFH T. UNDERWOOD
Us 19 300 831

Pfc, Co B, lst Bn, 19th Inf

0G, 99th Inf Div
ATTN: AG-PSD

1. Recoammend approval.

3. Pfc Underwood is not under charges, investigation, flagging action under

Fogriaad e
Capt, Int

Conmanding

USE PLAIN PAPER POR CONTINUATION OF COMMENTS

DA
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AR 600~17

Procedure 11-2-4
LEAVE AND PASS

References.

AR 630-5.

AR 630-20.

. Forms.

. DA Form 31 (Request and Authority for
Absence).

b. DA Form 1049 (Personnel Action).

¢. DD Form 345 (Armed Forces Liberty Pass).

d. DA Form 647 (Official Personnel Register).

3. General. 2. A soldier accrues 30 days leave &
year (214 days per calendar month). Under certain
circumstances he may be granted emergency leave,
more leave than he has accrued (advance leave), or
more leave than he will accrue before separation
(excess leave). Except for emergency leave, the
day a soldier “‘signs out’’ at his unit is the first day
of leave, and the day before he “‘signs in” at his
unit is the last day of leave. The day a soldier
“‘signs in”’ from leave is a day of duty and is not
chargeable as leave. As an exception, once a leave
has started he will be charged with 1 day even
though he signs in on the same day. Emergency
leave begins on the day of departure from the Port
of Embarkation (POE) in the CONUS and ends
on the day before the day of return to the POE.
Travel to and from CONUS is in TDY status and
is at Government expense. Leave is reported on
the unit morning report based on information from
the duplicate copy of the leave request and the
Official Personnel Register (DA Form 647) (Sign-
Out Register). Care must be taken to insure that
morning report entries are made when a soldier’a
leave status changes from ordinary to advance or
excess leave. Each major commander will publish
local leave policies in command directives. These
policies must be checked thoroughly before proc-
essing leave requests. 4

b. The approving authority for ordinary leave of
officers assigned to organic companies/batteries/
troops is normally the commander of the unit.
Staff officer leaves normally are coordinated with
the commander of the staff to which the officer is
assigned. As a result, officer leave requests will be
processed as indicated in paragraph 4, with ap-
propriate modifications according to unit policies.

4. Procedure. a. Regular pass. Prepare regular
pass, DD Form 345 (Armed Forces Liberty Pass)
for each soldier in grades E-1 through E-5 assigned
or attached to the unit. Information to complete

o p =

=
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the DD Form 345 will be taken from the Personnel
Data Card. The regular passes will be issued and
controlled according to unit policy. The identifica-
tion card (DD Form 2A) is used as a regular pass
for enlisted men in grade E-6 and above.

b. Special pass. Prepare special passes on DA
Form 31 in duplicate (fig. 11-2-4.1). After the
pass is approved and signed—

(1) Give the original to the first sergeant for
issuance according to unit policy.

(2) File the duplicate in the unit suspense file
under the date of refurn from pass. This
will serve as a check to insure that the
soldier returns from pass and “signs in"’ as
scheduled.

e. Ordinary leave,

(1) Determine if the request for leave has the
informal approval of the soldier’s immedi-
ate superior.

(2) Check the unit duty roster for the soldier’s
scheduled duties during the period of
leave. If possible provide a replacement;
if not, the leave should be disapproved.

(3) Check the Personnel Data Card (PDC),
the quarterly Report of Accrued Leave, or
the Personnel Qualification Roster to de-
termine the last reported amount of leave
credited to the soldier. Al leave taken
by the soldier since his assignment should
be recorded as morning report entries on
the reverse of the PDC.  These entries
will be checked for the number of -days
leave taken by the soldier since the “as of’
date of the last report and the soldier’s
current accrued leave balance will be
computed.

(4) If the number of days leave requested
would result in s negative balance and the
individual still desires the leave, the re-
quest will be processed as a request for
advance or excess leave.

(5) If the number of days leave requested is
equal ‘to or less than the amount of
accrued leave, complete the leave request
in original and 1 copy (fig. 11-2-4.2).

(6) Have the soldier sign the request and sub-
mit it to his immediate superior in accord-
ance with unit policy.

(7) When leave has been approved by the first
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AR 600-17

sergeant and signed by the unit com-
mander—
(e) Give the original to the first sergeant to
issue to the soldier.
(b) File the copy in the morning report sus-
pense file under date of leave. ..
d. Ordinary leave outside CONUS.

(1} Requests for permission to visit Canada,
Mexico, Bermuda, Canal Zone, and the
West Indies normally are approved by the
unit commander, unless that authority is
withheld by higher headquarters. They
will be processed in the same manner ps
ordinary leave. A leave to the Canal Zone

must include authority to visit the Repub-

lic of Panama.

(2) Requests for authority to visit other areas
outside CONUS must be submitted at
least 20 days in advance of the leave
period in the format shown in figure
11-2-4 3.

(3) Determine the soldier’s accrued leave
balance as shown in ¢(3) above.

{4) Prepare the request in-original and 2
copies.

(5) Prepare DA Form 31 in original and 1
copy (fig. 11-2-4.2) and attach as inclosure
1.

(6) Arrange for the unit commander to coun-
sel the soldier as required by AR 630-5.

(7) Upon completion of Comment 2 by the
unit commander—

(a) Remove 1 copy of the correspondence
for suspense (5-day suspense).

(b} Forward original and 1 copy to the
PSD through battalion headquarters,

(8) Orders, if required, and instructions will
be issued upon approval of the leave by
the PSD.

(9) When approved leave is returned from the
PSD, comply with ¢(7)(a) and (5) above.

e. Advanceleave. When leave is required to solve
emergency, morale, or personal problems and the
soldier has not accrued sufficient leave, leave may
be advanced based on 214 days for each month of
service remaining before separation up to & maxi-
mum of 45 days. Normally, advance leave is
approved by the unit commander, Process in
accordance with ¢ above, except that Item 2 of DA
Form 31 will indicate “Advance Leave.” The
request must indicate reason advance leave is
required.

J. Ezcess leave. Excess leave is leave without

11-68

pay or allowances. It may be granted only for
emergency or unusual conditions when the total
leave required is greater than accrued leave plus the
amount that can be advanced.

(1) Interview the soldier to determine—

(a) Reason for the leave.

{b) Why excess leave is necessary.

(c) Total amount of leave being requested.

(d) Total amount of excess leave being re-
quested. '

(e) Effective date of leave.

{f) Leave address.

(2) Determine the soldier’s accrued leave
balance as shown in ¢(3) above,

(3) Prepare the request in original and 3
copies (fig. 11-2-4.4).

(4) Prepare a DA Form 31 in original and 1
copy (fig. 11-2-4.2) and attach as In-

¢ closure 1. Item 2 will indicate “Excess

" Leave.”

(5) Give the completed request to the soldier
to submit in accordance with unit policy.

(6) When the leave has been informally ap-
proved aceording to unit policy—

(a) Prepare the unit commander’s recom-
mendations a5 Comment 2 to the re-
quest,

{b) Submit the request for signature.

(7} When the unit commander has completed
his comment—

- (a) Remove a copy of the request for the

suspense file (5-day suspense).

(b) Forward the original and 2 copies of the
request to the PSD.

(8) When approved leave is returned from the
PSD, comply with ¢(7){a) and (b) above.

g. Emergency leave.

(1) Emergency leave policies are contained in
AR 630-5. An emergency leave cannot
occur when the soldier and the point of
leave are both within CONUS., Such
leave, though prompted by emergency
reasons, is ordinary leave and is processed
a8 in ¢ above, but on an expedited basis.

(2) Emergencies requiring leave to or from a
point outside CONUS ordinarily must be
verified by the American Red Cross
(ARC). All soldiers should be advised to
have friends or relatives contact the local
ARC chapter if an emergency arises. H
the soldier is contacted directly, his unit
must verify the emergeney through ARC
channels and this could ecause undue delay.
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(3) If the emergency has been verified by the
ARC, obtain the following information
from the soldier and unit files and prepare
an application in original and 2 copies (fig.
11-2-4.5),

{a) Reason for leave.

(b) Leave address.

{¢) Accrued leave status.

{4) If excess leave is needed, furnish the in-

formation required by f above.

(5) Attach a copy of the ARC message verify-

ing the emergency as Inclosure 1.

(6) Prepare unit commander’s approval and

have it signed.

(7) Remove 1 copy and place in suspense file

{b-day suspense).

(8) If authorized by local policy, have soldier

AGO 33834

(9

(10)

(1)

(12)

(13)

AR 600-17

hand-carry original and 1 copy of applica-
tion to the PSD.

I the emergency has not been verified by
the ARC, contact the local ARC repre-
sentative and request verification.
Comply with (3) through (7) above, and
forward the application to the PSD in
original and 1 copy.

If the ARC verification is received at the
unit, telephone or hand-carry the message
to the PSD,

If the leave is approved, the PSD will
furnish orders and neceesary instructions
on clearance and transportation.

Upon approval the unit will expedite
clearance of the soldier and arrange for
local transportation.
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AR 600-17

REQUEST AND AUTHORITY FOR ABSENCE DATE
4R 630-5 aad 630-20) 1 December 1961
1. NAME. GRADE, AND SERVICE NUMBER 2. TYPE OF ABSENCE (Leass, Sick Leave, Pass, efc.) 3. AUTHORITY
Special Pass AR 630-20
RALPH T, UNIERWOOD -
FFC E 19 300 8 4. PERIOD OF AUTHORIZED ABSENCE
3 RA 9 31 (For Paxses, include howrs of departure and reiurn)
a-NO.OF | B. DATEFROM . DATE TO {/neluaive)

0600 hr 8 Deec 61 0600 hr 11 Dec 61

5. ORGANIZATION AND STATION

Co B, lst Bn, 19th Inf
Ft Miiler, Utah

6. ADORESS WHILE ABSENT (Jf practicadie)

cfo YMCA, Salt leke City, Uteh

7. | HAVE READ AND UNDERSTANOD THE INSTRUCTIONS PRINTED ON THE
REVERSE SIDE OF THIS FORM

[] 1 HAVE SUFFICIENT LEAVE ACCRYED TO COVER THIS ABSENCE

E THIS ABSENCE IS5 NOT CHARGEABLE TO ACCRUED LEAVE

8. PLACE PERMITTED TO VISIT (If applicatde)
»

9. SIGNATURE

10. REMARKS

11. DATE APPROVED

3 Dec 61

AUTHOR!

12. TYPED NI‘T‘\"E- GRADE. AND TITLE GF APPROVING

THOMAS W, LINGEN, Cept, Inf, Comd

13, SIGNATURE OF APPROVING AUTHORITY

Tlicer B e -

-2

FORM
1 APR D8

DA

31 REPLACES ECITION OF 1 MAR 55

ORIGINAL—TO INDIVIOUAL CONCERNED.
CUPLICATE—TO MORNING REPORT CLERK.

Figure 11-8-4.1.
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AR 600-17

DATE
REQUEST AN DIA%?JI—?-?J':;B{:M FOR ABSENCE 1 December 1961
1. NAME. GRADE, AND SERVICE NUMBER 2. TYPE OF ABSENCE (Leave, Sick Leape, Pess, ¢i.) 3. AUTHORITY ‘
RALFH T. UNDERWOOD Ordinary Leave AR 630-5
FFC E3 RA 19 300 831 4. PERIOD OF AUTHORIZED ABSENCE
{ For Possex, include hours of departre and relurn)
».NO OF | b. DATE FROM . DATE 1O (Inclusiset
6 Dec 61 10 Dec 61

5. ORGANIZATION AND STATION
Co B, 1st Bn, 19th Inf
Ft Miller, Utah

th

. ADDRESS WHILE ABSENT (If practicablr)

1302 E. Morgste Ave
Salt Leke City, Utsh

7. | HAVE READ AND UNDERSTAND THE INSTRUCTIONS PRINTED ON THE 8. PLACE PERMITTED TO VISIT (If applicobic)
REVERSE SIDE OF THIS FORM
1 HAVE SUFFICIENT LEAVE ACCRUED T0 COVER THIS ABSENCE 9. 5'5“‘“‘“5
(7] THIS ABSENCE 15 HOT CHARGEABLE TO ACCRUED LEAVE ,a ‘////%(/Wi
10. REMARKS
11. DATE APPROVED 12. TYPED NAME GRADE. AND TITLE OF APPROVING 13. SIGNATURE OF APPROVING AUTHORITY
2 Dec 61 THOMAS W. LINGEN, Capt, Inf, Comd % Gty S i

DA romm 3 1 REPLACES EDITION OF 1 MAR 55,
| 1 APR B8

AGO 82834

ORIGINAL—TO INDIHDUAL COHCERN[D
DUPLICATE-TO MORNING REPORT CLERK,

Figure 11-2-4 2.
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PERSONNEL ACTION DATE
(AR 340-15) 1 December 1961

I'LE REFERENCE SUBJECT
Underwood, Ralph T,
RA 19 300 831 Ordinary Leave Qutside Continental U. S.

T0: FROM: Pfc Ralph T. Underwood, RA 19 300 831

€0, Co B, 1st Bn, 19th Inf Co B, lst Bn, 19th Inf

Ft Miller, Utah Ft Miller, Uteh

NR PROCESSING ACTIONS

1l 1. Under the provisions of AR 630-5, 1t 1s requested that I be granted
permission to visit British Honduras on ordinary leave for a period of 25 days
effective 20 Dec 61l.

&s I have taken 10 daye leave in the past 12 months,
b. I have 35 days leave accrued.
c. Address while on leave: c/fo Maille Hotel, Belize.
d. ETS: 2% Jun 62
2, I understand that there is no obligation for the govermment to furnish

transportation for any part of the travel in connection with my leave and I have
sufficient personsl funds to defray the cost of commercisl transportation.

ol 7 Ll o’

1 Incl T. UNDERWOOD
DA Form 31 'RA 19 300 831
Pfc, Co B, 1st Bn, 19th Inf

2|THRU: €O, lst Bn, 19th Inf  FROM: CO, Co B, lst Bn, 19th Inf 1 Dec 61

TO: CG, 99th Inf Div
ATTN: AG-PSD

1., Recammend approval.
2, Pfc Underwood has shown me evidence of his abllity to pay commercial

trangportation costs and I have counseled him concerning his responsibility to
obttain entry and exit documents as required by the country to be visited.

%7/‘//4!4// ////(

1 Incl THOMAS W, LINGEN
ne Capt, Inf
Commanding

NOTE, -- The approving authority will furnish special instructions and
orders, 1f required.

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

FORM
DA 1 ocT 88 4 9 REPLACES EDITION GOF | OCT B3, wHlCH I5 DB50LETE G e O T

Figure 11-2-4.5.
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AR 600-17

Procedure 11-2-5
MEDICAL EXAMINATIONS

1. References.

a. AR 40-500.,

b. AR 40-501.

2. Forms.

a. DA Form 1049 (Personnel Action).

b. SF 88 (Report of Medical Examination).

¢. SF 89 (Report of Medical History).

3. General. Officer and enlisted personnel are
required to undergo medical examinations for s
variety of reasons such as enlistment, appointment,
to qualify for special training or schooling, separa-
tion, etc. The number of copies of SF 88 and SF 89
required for any specific action or application are
indicated in the regulation requiring the medical
examination and in paragraph 2a2(2), AR 40-500.

4. Procedure. a. The PSD will notify the unit
commander when medical examinations are re-
quired. The required forms and any special instruc-
tions will be furnished by the PSD (fig. 11-2-5.1).

(1) Telephone the medical facility designated
to administer the medical examinations to
personnel of the unit. Request the date
and time the individual should report for
the type of examination required.

(2} Furnish the individual the blank SF 89
{Report of Medical History) and instruct

AGO 83834

him to complete the form in ink, in his
own handwriting, except items 6, 15, and
18 (fig. 11-2-5.2). Have him write a
statement of his physical condition in item
73, SF 88, as directed by the PSD (fig. 11—
2-5.3). Assist the soldier as may be
required.

(3) Direct the soldier to report to the examin-
ing faeility, with the completed forms, in
accordance with unit procedure.

b. In some cases it will be required that the in-
dividual obtain his DD Form 722 (Health Record)
or that it be obtained for him, prior to reporting for
a medical examination. This procedure will de-
pend on the type of medical facility supporting the
unit and the purpose of the examination,

¢. Upon receipt of the completed SF 88 and SF
89 from the medical facility—

(1) Enter the new physical profile on the
PDC.

{2) Return the SF 88 and SF 89 to the PSD
attached to the correspondence directing
the medical examination (Comment 2,
fig. 11-2-5.1),

(3) Make necessary MR entry if examination
results in change of physical profile code.

11-75


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


AR 600-17

PERSONNEL ACTION bATEa: L Mar &2
(AR 340-15) 1 Dec 61

FILE REFERENCE SUBJECT

AG-PSD Medicel Examination/Evaluation

[T0:

FROM:
€0, Co B, lst Bn, 19th Inf CG, 99th Inf Div
Fort Miller, Utah Fort Miller, Utsh

NR

PROCESS ING™ ACT IONS

1, The following named enlisted men will accomplish medicel exsmination/
evaluation on or before dates indicated:

GRAIE RAME 8K TYPE  NLT DATE DATE COMPL
SPL4 Statzer, Luther 0. RA 11000000 Sep 26 Feb 62 24 Feb 62
Pfe Taylor, Thomas A. US 13345623 Sep 28 Feb 62 2k Feb 62

2, Personnel requiring medical examination/evalustion will:

a, Complete SF 89 (Report of Medical History) in thelr own hendwriting
in ink, except items 6, 15, 16, 22a and b if male, and item 40. This 1s not
required for a periodic medical examination.

b, In thelr own handwriting, enter in Ink in item T3 of SF 88 (Report
of Medical Examination) statements concerning their heslth since their last
medical examination and sign.

. c. Be informed of the time and date and place to report to medieal
examination,

d. Be informed of where he may obtain Heslth Records (DA Form 722)
prior to reporting for medicel exeminaticn,

e. Report to medical facility with Health Records and partially com-
pleted SF 88's {and SF 89's,1if required) for medical exsmination.

3. This correspondence will be returned not later than the suspense date,
with the date of completion of exsmination indiceted in "Date Compl" columm above.

o B

2 Incl KEN WHITE
1, SF 88 (dupe) Capt, AGC
2, S8F 89 Asst AGC

FOR THE COMMANDER:

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

FORM -
DA | DET B8 04 9 REFPLACES ECITION OF 1 OCT 53, WHICH IS OBSOLETE GIY: 1955 0 - 34T
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AR 600-17

MEASUREMENTS AND OTHER FINDINGS'

56. TEMPERATURE

51 KEWGHT 52. WEIGHT 53, COLOR HAIR $4. COLOR EYES §5. BUILD: SLEMDER MEDIUM | HEAVY OBESE
{Chack one)
[158 BLOOD PRESSURE (Arm af heast level) 58 PULSE (Arm of Azart Ieredd)
A 5YS. 0. 5YS. C. 5YS. A, SITTING H, AFTER EXERCISE | C. 2 MIN. AFTER D. RECUMBENT [E. AFTER STANDING
3
SITTING RECUM. STANDING g
DHAS. BENT | DIAS. (3 min.) | DIAS.
L% DESTANT VISION 0. REFRACTION (18 NEAR VISION
RIGHT 20/ CORA. TO 20/ BY S, ox CORR. TO oY
LEFT 20/ OORR. TO 20/ ar 5. ax CORR. TO BY
. HETEROPHORIA (Specify distonce)
ES® x® R H LH PRISM DIV, FRISM CONV. PC ro
cT
€. ACCOMMODATION 64, COLOR VISION { T'eat ured and resnlt) 85, DEPTH PERCEPTION UNCORRECTED
{Test used and score)
RIGHT LEFT CORRECTED
66, FIELD OF VISION §7. HIGHT VISION (Test uaed end score) #3. RED LENS TEST €Y. "NTRAOCULAR TENSION
n. HEARING n, AUDIOMETER T2. PSYCHOLOGICAL AND PSYCHOMOTOR
R { Tests uaed gnd scorve)
& Hpo0 2000 3000 000 [ ]
RIGHT Wy "% sv s v 200 | tori | moas | ewee | Goee | Gris ee
LEFT Wy hs sv ps  [MGHT
LEFT
73. NOTES (Continued) AND SIGNIFICANT OR INTERVAL HISTORY
(Use ceditiona! sheets if necessary)
4. SUMMARY OF DEFECTS AND DIAGNOSES (List diagnoscs with item numberr)
7S. RECOM MENDATIONS—FURTHER SPECIALIST EXAMINATIONS INDICATED {Sperify) ", A. PHYSICAL PROFILE
P u L H E $
77, EXAMINEE (Check)
. [0 15 quaLiFiep FoR B. PHYSICAL CATEGORY
». (] 15 w7 quaLRED FOR

0. IF NOT QUALIFIED. LIST DISQUALIFYING DEFECTS BY ITEM NUMBER A B [ E
79. TYPED OR PRINTED NAME OF PHYSICIAN SIGNATURE
80. TYPED GR PRINTED NAME OF PHYSICIAM SIGNATURE
01, TYPED QR PRINTED NAME OF DENTIST DR PHYSICIAN { fndicale which) SIGNATURE
32 TYPED QR PRINTED NAME OF REVIEWING QFFICER OR APPROVING AUTHORITY SIGNATURE NUMBER OF AY-

TACHED SHEETS

AGO 83834

V.5 GOVERNMENT PRIRTING OFFILE :

1962 0—E3211%

Figure 11-25.8—Continued.
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AR 600-17

Procedure 11-2-6
MILITARY IDENTIFICATION CARD

1. Reference. AR 606-5.

2. Forms.

a. DD Form 2A (Identification Card).

b. DA Form 428 (Application for Identification
Card).

3. General. Military personnel on active duty
are required to have an Identification Card (DD
Form 2A) (green) in their possession at all times.
This card should be presented by a soldier picking
up an approved pass or leave from the orderly room
and the card should be examined to insure it is not
mutilated, altered, or expired. The PSD maintains
a suspense on ID cards due to expire and will pro-
vide notification to the unit. Soldiers with lost,
torn, altered or mutilated ID cards and soldiers
appointed from E-5 to E-6, or reduced in grade
will require a new ID card. The installation will
have a designated agency as issuing authority for
ID cards. This agency normally will be the Post
Signal Photo Lab or PM 1D Section.

4. Procedure. a. Complete DA Form 428 (Ap-
plicaticn for Identification Card) in duplicate,

11-82

according to AR 606-5 and instructions on the
form (fig. 11-2-6.1).

(1) The basic data about the soldier may be
obtained from the Personnel Data Card.

(2) Soldier’s blood type is stamped on his ID
tags.

(3) If the new ID card is to replace a lost card,
soldier should provide the information to
complete item 7, DA Form 428 (Applica-
tion for Identification Card).

b. If required by local policy, make appointment
with issuing authority for photographing and
fingerprinting of soldiers. Note appointment date
in pencil on edge of application.

¢. Direct soldier to report to issuing authority
with his old ID card (if appropriate) and both copies
of signed DA Form 428.

d. The issuing authority will forward the original
copy of DA Form 428 to the PSD for posting of
personnel records. If original is received in the
unit, send it to the PSD via message center.
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AR 600-17

1, LAST NAME - FIRST MAME - MIDDLE N AME (FPrin! or iype) T} 26 FILLED [N JY ISSUING AUTHORITY

CATE OF ISSUE EXFIRATION DATE CARD SERIAL NUMBER
UNTERWOOD, RALPH TYLER
FTADDRE!! {Prefarably !fiiltary inatallation} S, HOME PHONE 4. OF FICE PHONE 5. DATE QF APPLICA-
" Co B, lst Bn, 19th Inf Co, Orderly T
Ft Lewis, Washington None Room 47326 1 Dec 61
8, CHECK TYPE OF CARD DESIRED T, CHECK REASON FOR REQUESTING CARD
X |oo rorm 2a INITIAL ISSUE CHANGE OF IDENTIFICATION OR GRALE
DD FORM ZA [Rea) REPLACE LOST CARD TRANSFER TO RESEAVE COMPONENTS
DO FoRrM 24 {.2e1) REPLACE MUTILATED C ARD)| RETIREMENT (Specity type)
DD FORM 489 EXPIRATION i
DO FOAM 528 HESNLISTMENT oTHER (Specify)
OA FORM 1093 CORAECT AN ERROA \F REPLACING LOST CARD, STATE CIC UMSTANCES UNDER

WHICH CARD WAS LOSY {Continue in *'Remarns*’}

ENTRY ON ACTIVE DUTY m wallet was stolen while tald.ng a

DA FORM 1602

QTHER (Specily) FOR MORE THAN 30 DAYS3 gshower. Loss reported to PM CID
V. GRADE (St revoras) 9. FEAVICE MUMDER 10, DATE OF BIRTH T1 WEIGHT 12, HEGHT
PFC (E—3) RA RA 19 300 831 14 Oet 1939 160 lbs '
13. COLOR OF HAIR T+, COLGR DF EYES 5. 3LOOD TYPE 6. EXRIRATION TERM OF SEIVISE O 0DLISATION
snlisted sersonnel only,
Brovn Hazel A 31_KNovember 1963

F CAROS OTHEN THAM CO FORMY 24, DD FORM 24 (Rox} AHD OO FORM 2A {Ket)

17. SOCIAL SECURITY NUMBER (18, STATUS fu-i Fom: 1802 oniy) 19, SEX (0A Fom 1602 only) Z0. RELVZION {D2 For 189 only)
DA Por 1602 only)

[z ASSWILATED GRaADE Z2. POSITION TITLE 23 UNIT, SECTION. BHANCH GR ACTIVIFY/ COMAAND OR SCRYICE
(DD Fom €39 oniy) 1 Forr %D anid Y4 Foea 12935) {21 Farm 1602 and £ Fonrn 1375 unly)

SIGNATURE OF APPROYING AUTHGRAITY SIGN AT ’

é!/_/- .
RECEIPT OF CARD I3 ACKNOWL EDGFD (Siinnture} ORYE/ALKNONLEDGED
FORM 428 PREVIOUS EDITIONS OF THILS
DA fore, PrEvious coiTions o APPLICATION FOR IDENTIFICATION CARD

fAR 606-5)

Figure 11-2-6.1.
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1, AR 600-17

Procedure 11-2-7
OFFICER CANDIDATE SCHOOL

1. References,

a. AR 40-501.

b, AR 350-50.

¢, AR 601-100,

d. AR 601-210.

e. DA Pam 611-233.

2. Forms.

a. DA Form 61 (Application for Appoint-
ment}.

b. DA Form 705 (Physical Combat Profi-
ciency Test Score Card).

¢. DA Form 6233 (Officer Leadership Quali-
fication Report, OLR-1).

d. DD Form 938 (Armed Forces . Secuuty
Questionnaire).

e, DD Form 398 (Statement of Personal His-
tory).

f. SF 88 (Report of Medical Examination).

¢g. BF 89 (Report of Medical History).

k. FD Form 258 (FBI U.S. Department of
Justice Fingerprint Card).

3. General. «. Soldiers who show outstanding
potential asg leaders may apply for Officer Can-
didate School,

b. The criteria for attendance at OCS are de-
tailed in AR 350-50. A soidier desiring to sub-
mit an application should read the criteria in
section II of the regulation prior to preparing
his request. The soidier may receive informa-
tion and technical advice from the battalion per-
sonnel staff NCO, if required.

4. Procedure. a. The unit commander will in-
terview the applicant to insure he meets basic
qualifications.

(1) Schedule the interview in accordance
with unit procedure.

{2) Furnish the Personnel Data Card
(PDC) and AR 350-50 to the inter-
viewing officer prior to the interview.

(3) Check the reverse of the Personnel
Data Card for pending personnel ac-
tions or flagging action.

b. After the interview, if the soldier desires
to submit an application and there are no

11-84

known conditions which would preclude attend-
ance at OCS as evidenced by the soldier’s cur-
rent physical profile recorded on the PDC—
% (1) Advise the soldier he will be required
to undergo a Physical Combat Pro-
ficiency Test as prescribed by TM 21—~
200, 3 months prior to appearance be-
fore the Officer Candidate School ex-
amining board.

{(a) The personnel staff NCO will notify
the unit of the time and place for the
applicant to undergo the test, or he
may request that the unit take the
necessary action to have the test ad-
ministered.

(b) Upon completion of the fest, for-
ward a statement reflecting the date
tested and the score obtained to the
personnel staff NCO.

(2) Applicants who are naturalized citi-
zens will be required to furnish the
documentation indicated in AR
350-50.

¢. When the soldier has presented all required
documents, prepare DA Form 61 in original
and 4 copies according to instructions in AR
601-100 (fig. 11-2-7.2).

d. Complete the following actions:

(1) Give soldier a copy of DD Form 398
{Statement of Personal History} to
complete in draft form. The soldier
will take completed draft to the bat-
talion 52 Section to be checked for
completeness (e below). The draft
may then be used to prepare DA Form
398 in final form in original and 3
copies.

(2) Telephone battalion 82 NCO and ask
where soldier may be fingerprinted for
completion of FD Form 258 (Finger-
print Card). Make the necessary ap-
pointment for fingerprinting based on
the information provided by the S2
NCO.

AGOD 5798A
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(3) Have applicant read DD Form 98 and
complete 2 original copies. This form
must be completed in the presence of
a commisgsioned officer.

e. After soldier has completed all forms and
has all the necessary documentation, give com-
pleted applicalion to the unit commander for
action required by pavagraph 29, AR 350-50.

f. The unit commander will review the appli-
cation and allied papers to insure that thev
have been properly prepared and signed. Make
any minor changes necessary in the presence
of the applicant. If major changes are neces-
sary, have them made by the applicant prior to
forwarding the application to battalion head-
quarters.

g. The unit commander will have an Officer
Leadership Qualification Report (DA Form
6233) initiated as required by paragraph 28,
AR 350-50,

h. Prepare a draft of the unit commander’s
indorsement and submit it for his approval
(fig. 11-2-7.1).

AGO 5798A

C 1, AR 600-17

. Upon approval of the draft indorsement by
the unit commander, prepare indorsement in
original and 5 copies.

I. Check application to insure that all re-
gquired documents are inclosed., The results
of the medical examination and physical fitness
test will be added to the application at a later
date.

(1) Annotate the reverse of the soldier’s
PDC in red pencil “Appl for OCS sbm
(date).”

(2) Remove 1 copy of the first indorse-
ment for file.

{3) Forward application in original and
4 copies, with inclosures, to the next
higher headguariers in the chain of
command.

k. The PSD will verify the administrative
eligibility of the soldier and direct aceomplish-
ment of a medical examination and completion
of a physical fitness test.

I. Furnish results of the medical examina-
tion and physical fitness test to the PSD.
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C 1, AR 600-17
Underwood, Ralph T, 1st Ind
RA 19 300 831
SUBJECT: Application for Appointment (0CS), DA Form 61.
€O, Co B, lst Bn, 19th Inf, Ft Miller, Utah, 31 December 1961

TO: Commanding Officer, lst Bn, 19th Inf, Ft Miller, Utah

1. Recommend approval.

2. 1 have known this applicant for 12 months, He has served
under me for 12 months. His principal duty is 4.2 Mortar Squad
Leader, MOS 112,60,

3, His Aptitude Area GT score is 117.

4. Character of the applicant is ;2‘%2: .

5. 1 would want an applicant of his caliber to serve as an officer
in my command upon completion of the officer candidate training.

6. Applicant has demonstrated adequate military leadership
potentiality to qualify as an Army officer,

7. Applicant has demonstrated that he possesses the desire and
determination to complete prescribed officer candidate training.

8. Applicant is on normal duty status and is immediately available
for assignment to officer candidate school,

9. Applicant is not under charges, investigation, flagging action
under AR 600-31, or personnel actions which may result in reassignment or

separation.
5 Incls “THOMAS W. LINGEN ;:
1, DA Form 61 (App 1 for Apmt Capt, Inf
(quad) Commanding

*2, DD Form 98 (dupe)

*3, DD Form 398 (Statement of Personal
History) (quad)

*4, DD Form 258 (Fingerprint Card)

*5, DA Form 6233 (OLR-1)

* No samples provided.

wFigure 11-2-7.1,
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AR 600-17

Procedure 11-2-8
RECOMMENDATION FOR DISCHARGE—UNFITNESS

References.
AR 600-31.
AR 635-208.
AR 22-15.
. Forms,
a. DA Form 2627 (Summarized Record of Pro-
ceedings Under Article 15, UCM.J).

b. DA Form 2627-1 (Record of Proceedings
Under Article 15, UCMJ).

e. DA Form 20627-2 (Record of Appellate or
Other Supplementary Actions Under Article 15,
UCMJ).

3. General. Enlisted men will be discharged
when it is determined that they are unfit for further
military service despite reasonable attempts at
rehabilitation. When the immediate commander
determines that the bhest interests of the service
will be met by such action, he will report the facts
to the next higher commander. AR 635-208 con-
tains detailed criteria applicable to separation for
unfitness.

4. Procedure. ¢. The unit commander will make
a determination that a soldier should be considered
for separation under AR 635-208 and that other
elimination action is not appropriate.

b. Initiate flagging action under AR 600-31 for
suspension of favorable personnel actions (Pro-
cedure 11-2-11). Check Personnel Data Card for
pending personnel actions which should be sus-
pended.

¢. The unit commander will counsel the soldier
concerned and will complete a draft acknowledg-
ment (fig. 11-2-8.3). Prepare original and 4 copies
in fina] form. The unit commander will sign on
completion of the counseling and have the soldier
gign in the space provided for his acknowledgment.
One signed copy should be furnished the soldier.

R A S

AGO Ba83A

d. Request medical evaluation of the soldier from
the appropriate medical facility (fig. 11-2-8.2).

e. Obtain the basic personnel data to complete
the unit ecommander’s report from the Personnel
Data Card. Check reverse of card to insure that
flagging action is recorded in red pencil.

(1) Phone the appropriate records team leader
of the team maintaining the personnel
records and request the information not
on the PDC—AFQT score and prior
service; and request an extract of Record
of Previous Convictions in original and 4
copies.

(2) Place an informal memo in suspense file
(3-day suspense) to insure that PSD fur-
nishes the extract within the required
time. The first sergeant should be noti-
fied when this is accomplished.

f. The unit commander will obtain any written
statements from witnesses, duty supervisors, etc.,
as required. All statements other than statements
of an officer will be witnessed by an officer. State-
ments of character or statements relating incidents
must be sworn statements.

g. Prepare an extract of the DA Form 2627, DA
Form 2627-1, and DA Form 2627-2, as appropriate.

h. Check the draft unit commander’s report, and
inclosures, against the requirements listed in AR
635-208. Prepare final report in original and 4
copies, listing the required evidence as inclosures
(fig. 11-2-8.1).

i. When the unit commander has signed the
report—

(1) File 1 copy in the unit files (AR 345-215).

(2) Forward the original and 2 copies to bat-
talion headquarters.

(3) Give 1 copy with all inclosures to the
respondent.
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AR 600-17

11-92

1.

-2,

*%3,

COMPARY B
1st BATPALION, 19th INPANTRY
hth IRFANTRY DIVISION
Fort Miller, Utah

1 December 1961

Recamendation for Discharge Because of Unfitness

Officer

Commanding

1lst Pattalion, 19th Infantry
99th Infentry Division

Fort Miller, Utah

Recammend the following named emlisted man be discharged
frem the military service under the provisions of AR 635-208.

B,
b,
Ce
d.
e,
f.
g
h.

Individual does not have a reserve officer camission or a

NAME: BRalph T. Underwood
GRADE; Pvt B-2

SERVICE NUMBER: RA 19 300 831
AGE: 21 years

DATE OF ENLISTMENT: 1 Aug 60
TERM OF ENLISTMENT: 3 years
PRIOR SERVICE: Nome

IUFY NOS: 111,00

s

regerve warrant officer appointment.

k.,

IN 90

Figure 11-2-8.1.
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AR 600-17

1 December 1961
SUBJZCT: Recommendation for Discharge Because of Unfitness

##5. Elimination UP AR 635-209 is not feasible or appropriate because:
This individual has the mental capacity to absorb training, and can do a
credible job if and when he perscnally desires to do so. ( See Incl 3, Report
of Medical Examination).

*#6, a, Conduct: / %’cé.ﬁ

be Efficiency: p e

##7, Record of trial by courtsemartial: See Record of Previous
Convictions {Incl 1)

##8, Record of other disciplinary action: See extract copy of Summarized
Record of Proceedings under Article 15, UCMJ {Incl 2).

##9, Nunerous attempts have been made to rehabilitate this individual
and all have met with failure. The tollowing changes in duty and supervision
by different NCOs and officers has not produced the desiraed results.

a., Heavy Weapons Plat. 1st Lt C. D, Tackie 5 Jan 61 -
Sgt A. B, Cranston 15 Feb 61

b. Motor Pool Sec. now vou 16 Feb 61 ~
S5gt E. F. Triand 30 Apr 61

¢e Unit Supply Room 1st Lt L. K. Pindle 1 May 61-
85gt I. J. Horris 9 Jul 61

10. Elimination action is recommended because of frequent breaches
of conduct and discipline, untrustworthiness, and lack of regard for the rights

of others.
7'1,(;%44//-/(% "f"/“
8 Inel THOMAS W. LINGEN
#1, Extract of Record of Capt, Inf
Trial by Courts-Martial Commanding

%2, PExtract of DA Form 2627
%#3. Report of Mediecal Officer
he Statement of Pvt E2 Underwood
%5, Statement of Sgt Cranston
#6, Statement of Lt Tackle
%7. Statement of Szt Triand
%8, Statement of Lt Pindle
#* No samples provided.
##%  Information applicable to case must be provided or question  answered

(paragraphs 1=9), Paragraph 10 shouid be an appropriate statement by the
unit commander.

Figure 11-2-8.1—Continued.
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AR 600-17

11-94

COMPANY B
lst BATTALION, 19th INFANTRY
kth INFANTRY DIVISIOR
FORT MILLER, UTAH

1 December 1961

SUBJECT: Request for Medical BEwvalustion UP AR

TO: Commanding Officer
10th Station Hospital
Fort Miller, Utsh

1. Pursuant to s Tequest medical evaluation
of Pvt Ralph T. Underwood, RA 19 300 831, this organization.

2. Request this organization be notified of time and date
of appointment for medical evaluation and that coples of report
be forwarded to this unit as socon as possible following the

evaluation.

HOMAS W, LINGEN
Capt, Inf
Commanding

Figure 11-2-8.8.
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AGO B383A

{DATE)
SUBJECT: Action UP AR 635
TO:
1, I, - 3
(Name) {SK)
have been counseled by and notified by him

{Grade, Name, Unit)
that I en being reccmmended for discharge UP (AR 635-89 for Homo-
sexuality/AR 635-206 for Misconduct/AR 635-208 for Unfitmess). I am
fully aware of the fact that an Undesirable Discharge Certificate
mey be issued to me. I have been furnished a copy of my commanding
officer's report end coples of statements submltted to support this
recommendation and names of all witnesses who will appear or submit
a ptatement to be used against me, I also understend that I am en-
titled to the following rights (cholece indicated).

( )} To a hearing before a Board of Officers, or

#( ) To waive this right end sutmit written statements in my
own behalf, or

#( ) To waive both of the above rights.
2. I state that militery counsel has been made available to me.
I also understand that I msy elect not to request counsel and further
that I may employ civilian counsel at no expense to the United States
Govermment.,
( } 1 do not desire counsel.

{ ) I desire the following named military counsel to represent
me:

(Name, Grade, SN, Organization)
{ ) I desire counsel be appointed to represent me.

{ ) I desire to be represented by legally qualified counsel,
if reasonably availsble.

Figure 11-2-8.3,

AR 600-17
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AR 600-17

11-96

SUBJECT: Action UP AR 635-

( ) I intend to employ civilien counsel whose name and sddress
is as follows:

{Name and Address)

3. I understand that I may submit statements in my own behalf
end that such statements may be made by myself or by other persons
possessed of pertinent infermation or by both myself and such other
persons. I further understand that I may elect not to sulmit such
statements.

{ ) I desire to sutmit statements in my own behalf which are
attached.

{ ) I do not desire to subtmit statements in my owm behalf,

{ ) I do desire to submit statements in my own behalf but de-
sire that such statements be deferred for sumission at a
later date at my coption if my case is referred to a Board
of Officers.

4, OFf my own free will, in the presence of my counsel, I make
the following statement:

(Strike out inapplicable statement)

#(I understend that an Undesirable Discharge may be issued
to me, and that such s discherge will be under comditicns other than
honorable; that as a result of such discharge I may be deprived of
many or all rights as a veteran under both Federal and State laws and
that I may expect to encounter gpubetantial prejudice in eivilian life
in situations where the type of gervice rendered in any branch of the
Azmeciln:o:;cea or the type of discharge received therefrom may have a
bear .

*(I hereby waive hearing before a Board of Officers under
AR 635-89 and tender my resignation for the good of the service.)
(I hereby welve hearing before a Board of Officers and accept dis-
charge for the good of the service under the provisions of AR 635-89.)
I understand my separation from the Army may be effected by & dis-
charge under conditions other than honorable; that I may be deprived
of my rights as a veteran under both Federal and State laws; and,
that I may expect to encounter substantial prejudice in eivilian 1life

Figure 11-2-8.9—Continued.
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AR 600-17

SUBJECT: Action UP AR 635-

in situations where the type of service rendered in any branch of
Armed Forces or the character of discharge recelved therefrom may
have a bearing. I heve retained a copy of this statement for my

personal use,)

5. I state that I make the above elections of my own free will
and accord, and hereby acknowledge receipt of a copy of this statement.

(Signature)

{Rame Typed)

{Grade and, Service Mmber)

{Signature of Counseling Officer)

(Neme Typed)

(Grade, Branch, and Service Number)

*Not appliceble to Lodge Act enlistees or individuals with over 18
yeoxrs active Federal service,

Figure 11-2-8,.3—Continued.
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AR 600-17

Procedure 11-2-9
RECOMMENDATION FOR DISCHARGE—UNSUITABILITY

. References.
AR 600-31.
AR 635-209.
AR 22-15.

. Forms,

a. DA Form 268 (Report for Suspension of
Favorable Personnel Action).

b. DA Form 20627 (Summarized Record of Pro-
ceedings Under Article 15, UCMJ).

¢. DA Form 2627-1 (Record of Proceedings
Under Article 15, UCMJ).

d. DA Form 2627-2 (Record of Appellate or
Other Supplementary Actions Under Article 15,
UCMJ).

¢. DD Form 789 (Unit Punishment Record).

3. General. Enlisted men may be recommended
for discharge by reason of unsuitability, with an
honorable or general discharge as warranted by the
individual's military record. The specific reasons
are listed in section II, AR 635-209. When an
individual’s immediate commander determines
that the best interest of the service will be met by
elimination action, he will report that fact in letter
form to the appropriate higher commander.

4. Procedure. ¢. Initiate flagging action under
AR 600-31 for suspension of favorable personnel
actions {Procedure 11-2-11).

b. The unit commander will counsel the soldier
and will complete a draft of figure 11-2-9.2. Have
soldier read and sign the statement, and furnish
him a copy. Prepare an original and 4 copies in
final form from his draft.

¢. Request a medical evaluation of the soldier
from the nearest medical facility (fig. 11-2-8.2).

d. Obtain all possible personnel data to complete

O

- 11-98

the recommendation from the Personnel Data Card.
(1) Phone the appropriate records team leader
of the PSD for required information not
on the card—AFQT score and prior
service.
(2) Request an extract of the Record of Pre-
vious Convictions in original and 4 copies.
(3) Place an informal memo in suspense file
(3-day suspense) to insure that PSD fur-
nishes data within the required time. The
first sergeant should be notified when this
is accomplished.

e. Prepare an extract copy of DA Form 2627,
DA Form 2627-1, and DA Form 2627-2, as
applicable.

f. The unit commander will obtain any written
statements from witnesses, duty supervisors, ete.
All statements other than statements of an officer
will be witnessed by an officer, Statements of
character or statements relating incidents must be
sworn statements.

g. Prepare a draft of the unit commander’s
recommendation for his approval (fig. 11-2-9.1).
Check the draft and inclosure against the requiré-
ments of AR 635-209.

h. Prepare the final typewritten recommendation
in original and 4 copies listing the required evidence
a8 inclosures,

i. After the recommendation has been signed by
the unit commander—

(1} File 1 copy in unit files.

(2) Forward original and 2 copies to battalion
headquarters. '

(3) Give 1 copy with all inclosures to the
respondent.
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SUBJECT:

1.

2,

3.

k,
holdigm,

Se

AR 600-17

COMPARY B
1st BATTALION, 19th INFANTRY
4th INPANTRY DIVISION
FORT MILIER, UTAH

1 December 1961

Recamendation for Discharge Because of Unsultabllity

Commanding Officer
l1st Battaiion, 19th Imfantry

hth Infantry Division
Fort Miller, Gtah

Recommend the following named enlisted man be dlscharged
from the military service under the provisions of AR 635-209.

Be
b,
Ce
d.
e,
z.
-9
h.

Nexe: Ralph T. Underwood
Grede: Pvt B-2

Service Number: RA 19 300 831
Age: 21 years

Date of Enlistment: 1 Dec 60
Term of Enlistment: 3 years
Prior Service: HNone

Duty MOS: T16.10

Individunl does not have a reserve officer commigsion or a
reserve wvarrant officer appointuient.

Elimination action ie recommended because of chronie alco-
The usual rehabilitative measures and available local
therapeutic measuwres have failed to remedy this condition.

AFQT score: 50
Aptitude Area scores:

ZRARERARH

12
110
100
105
100
120
119
100

Figure 11-2-9.1,
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AR 600-17

1 December 1961
SUBJECT: Recommendation for Discharge Because of Unsuitability

6. The combined efforts of the Chaplain's office, medical and
psychiatric facilities, and various forms of punishment have not met
with success.

7. CONDUCT: %a,c;f/

mxcmucn‘&d%%é;%

( 8S Record of trial by courts-martial: See Record of Previous Convictions
Incl 2 -

9. Record of other disciplinary actions: See Summarized Record of

Proceedings under Article 15, UCGMJ (Incl 7).

7 Incls THOMAS W. LINGEN
#1, Medical Eval, Capt, Inf
#2, HRec of Prev Cnvt Commanding

#3, Sworn Stmt - 1lst Lt
#he Sworn Stmt = 1lst Lt
*5- Sworn Stmt - Sgt

b6, Stmt = Pvt Underwood
#7. True Cy DA Form 2627

# No samples provided.

Figure 11-2-8.1—Continued.
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AR 600-17

COMPARY B
1st BATPALION, 19th INFAFTHY
FORT MILLER, UTAH

1 December )
date
SUBJECT: Action UP AR 635-209

TO:

1, I, Ralph P, Underwood, BA 19 300 831, have been counseled
by Capt Thomas W. Co B, 1t Bn, 1 Inf and notified hy
him that I am being recommended for alscharge UP AR 635-209 for
unsuitability. I am fully aware of the fact that a Oemeral Dis-
charge Certificate may be issued to me. I have been furnished a
copy of my ccmmanding officer's report and coples of statements
submitted to support this recommendation and naxes of all witnesses
who willi appear or sulmit a statement to be used against me. I also

understand that I am entitled to the following rights (choice in-
dicated).

( ) To a hearing before a Board of Officers, or

#( ) To waive this right and submit written statements in my
own behalf, or

#(X) To walve both of the above rights.
2., I state that military counsel has been made available to me,
I also understand that I may elect not to request counsel and further
that I may employ cilvilian counsel at no expense to the United States
Goverment.
(X) I do not desire counsel.

() I desire the following nemed military counsel to represent
me:

{Wame, Grade, SH, Organization)

*Not appliceble to Lodge Act enlistees or individuals with over 18
years active Federal service.

Figure 11-2-9.2,
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AR 600-17

1 December 1961
SUBJECT: Action UP AR 635-209

{ ) I desire counsel be appointed to represent me.

( ) I desire to be represented by legally qualified counsel,
1f reasonably available,

{ ) I intend to employ civilian counsel whose name end address
is:

(Name & Address)

3. I understand that I may submit statements in my own behalf
and that such statements may be made by myself or by other persons
possessed of pertlnent information or by both myself and such other
persona. I further understand that I may elect not %o submit such
gstatements,

() I desire to subtmit statements in my own behalf which are
attached.

(X) I do not desire to culmit statements in my own behalf.

() I d desire to sulmit statements in my own behalf but de-
gire that such statemente be deferred for sutmission at a
later date at my option 1f my case is referred to a Board
of Officers.

: 4, I state that I make the above elections of my own free will
and sccord, and hereby acknowledge receipt of a copy of this statement.

ﬁ . pr bl
STGRATURE

Ralph T, Underwood
_%W_')m

Pvt (BE-2) RA 1 8
GRADE AND SERVICE NUMEER

Figure 11-2-9.2—Continued.
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AR 600-17

Procedure 11-2-10
SEPARATION FOR DEPENDENCY OR HARDSHIP

1. Reference. AR 635-207.

2. Form. DA Form 2476 (Application for Separa-
tion—Hardship or Dependency).

3. General. ¢. An individual may submit a re-
quest for separation from active military service
because of — -

{1) DPependency, when by reason of death or
disability of a member of his family occur-
ring after his enlistment, induction or
order to active duty, members of the
soldier’s family become principally de-
pendent upon him for care or support.

{2) Hardship, when in ecircumstances not
involving death or disability of a member
of his family, his separation from the
service will materially affect the care or
support of his family by alleviating undue
and genuine hardship. .

b. Specific definitions of dependency and hard-
ship and criteria for separation eligibility are con-
tained in section 11, AR 635~207.

4. Procedure. a. The soldier will be interviewed
by the unit commander and informed of the require-
ment that he present evidence of hardship or de-
pendency in the form of affidavits (see sec. IV, AR
635-207). If an application is received, it should be
checked carefully to insure that it contains the
required evidence.

(1) The evidence will include statements
made by, or in behalf of, the individual's
dependents, and by at least two disin-
terested persons or agencies having first-
hand knowledge of the ecircumstances.
These statements should include reasons
why other members of the family can or
cannot aid in the physical care or financial

AGO 83834

support of the family (figs. 11-2-10.3,
11-2-10.4, and 11-2-10.5).

{2) If the conditions requiring separation are
the result of disability of a member of the
soldier’s family, a physician’s certificate
will be furnished showing specifically—

(@) When the disability cccurred.

{b) Nature of the disability.

{e) A forecast of the course of the disability
(fig. 11-2-10.6).

(d) Whether the disability is temporary or
permanent.

b. Interview the soldier and have him complete a
draft (handwritten) of his application (fig.
11-2-10.1).

c. Prepare the application for his signature in
original and 4 copies and inclose statements or other
evidence. Only 1 copy of each statement and
similar evidenee is required.

d. Prepare the forwarding indorsement (fig.
11-2-10.2). Information shown on the sample for-
warding indorsement must be furnished.

(1) Check the Personnel Data Card (PDC)
to insure correctness of basic personnel
data.

{2) Check reverse of the PDC for pending
personnel actions or flagging actions.

e. When the indorsement has been completed
and signed by the unit commander—

{1). Remove 1 copy (inel not required) for the
unit files.

(2) Forward application in original and 3
copies through battalion headquarters to
the PSD.

{3) Annotate reverse of the PDC in red pencil,
“Req for hardship disch sbm (date).”
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AR 600-17

APPLICATION FOR SEPARATION - HARDSHIP OR DEPENDENCY

1. UNDER THE PROVISIONS OF AR 635-207, IT |8 REQUESTED THAT | BE SEPARATED FROM THE U.S. ARMY DUE
TO (Hatdahip) (Dependsncy).

2. | HAVE BEEN INTERVIEWED BY A COMMISSIONED OFFICER AND ADDITIONALLY ADVISED THAT FALSE STATE-
MENTS ON THIS APPLICATION WILL CONSTITUTE A VIOLATION OF THE UCMJ, 1955, AND MAY SUBJECT ME TO TRIAL BY
COURT-MARTIAL.

3. THE FOLLOWING INFORMATION IS SUBMITTED AS A BASIS FOR CONSIDERATION OF MY APPLICATION FOR SEP-

ARATION.
SECTION | - (To be comploted by all applicants for hardahip aeparation.)
1®8 NAME OF APPLICANT b, BERVICE NO. c, GRADE - d. ASSIGNED UNIT
Ralph T Underwood RA 19 300 831 | PFC E3 Co B, 1st Bn, 19th Inf
2o. MARITAL 3TATUS |b, PDATH OF MARRIAGE [C: AGH OF‘WIFE d, PRESENT ADDRESS OF WIFH
Single N/A N/A N/A
3. DEFPENDENT CHILOREN (7f hildran, explaia in Section NI why they are aoi supported by real lather.),

NAME AGH ADDREES
| Tone
& RPARENTS (To be completed by all appli for hardahip or dependency sspecation.),

NAME som ADDRESS "::::::' HEALTH
raTuEr Jogeph B. Underwood 55 | Route b, Wayne, P=m, None | Poor
wotHer  Mary P, Underwood S0 | Route 6, Wayne, Pa. None |[Feir
FATHER-IN-LAW
MOTHER-IN-LAW

8. APPLICANT S BROTHERS & SISTERS, WHETHER LIVING AT HOME OR ELSEWHERE, & OTHER MEMBERS OF FAMILY NOT LISTED

NAME AGE | RELATIONSHIP ADDRESH DCCUPATION "1::;:;Y
John R. Underwood 1Z | Brother Houte &, Wayne, Ta. Student
Henry G. Underwood 10 [Brother Roufe 6, Wayne, Pa. Student
Susen P. Underwood T |Sister Route 6, Wayne, Pa, Student N/A

8. GIVE REASGNS FOR REQUESTING AELEASE AND INCLUDE CHANGES, [F ANY, THAT HAVE OCCURRED IN THE HOME CONDLTIONS
BINCE APPLICANT'S ENTRY INTQ THE SERYICE.

In July of this year my father was injured in en accident st work which resulted
in the emputation of his left arm. My father will be unable to work for some time
leaving the responsibility of cering for our family to me. I am the oldest of four
children, my bhrothers and sister are still attending elementery scheool.

7. WHAT ATTEMPTS HAVE BEEN MADE BY APPLICANT TO REMEDY THE HARDSHIP CONDITIONS OTHER THAN ARPPLYING FOR
SEPARATIONT

There 1s no recourse other than separation.

5. IF ILLNESS OR INJURY I35 INVOLVED GIVE REARQN FOR REQUESTING SEPARATION, DATE OF ONSHET, NATURE, 3EVERITY,
CUTLOCOK (Attach statemant froot altending phyeician.).

My father was injured in July of this year. The injury resulted in amputation of his
left arm, My father will never be able to work at his profession again.

DA 2%, 2476

Figure 11-2-10.1.
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9. ASSISTANCE RENDERED BY INDIVIDUALS LISTED 1N 1TEWS & AHD § 1N ATTEMPT TO ALLEVIATE HARDSHIP CONDITIONS. 1F HONE,
EXPLAIN WHY IN EACH CASE. (Asalstance rendered Includes phyaical as weli as monstary assistance.).

HAME ASSISTANCE RENDERED (If none, sxplain why.)
Mary B. Underwood My mother has to care for my younger brothers and sister
and 1is not able o work outside the home.
John R. Underwood Minor child
Henry G. Underwocd Minor child
Susan P, Underwood Minor child

10. WHAT WILL APPLICANT DO, I® RELEABED, THAT WILL ALLEVIATE THIS HARDSHIP CONDITIONY (Atiach statement of proapective

smployer, if applicable.)

I have been offered my old .jdb upon my release from the serﬂce. My weekly

income will be $90.00 per week, This will be sufficlent income to support the family,

11. CIVILIAN OCCUPATION AT TIME OF ENTRY INTQ sERVICH (Enter briel description of dutles, company by which smployed, dates of sm-
ployment, and average monthly incoms.)

Bricklayer with the Weyne Comstruction Co., 611 Main St., Wayne, Pa. BEmployed from
Feb 1960 to Feb 1961. Monthly income was $360.00.

12. APPLICANT'S PRESENT INCOME (Copy from laat redular military pay vourcher,)
MILITARY PAY QUARTERS ALLOWANCE |SEPARATE RATIONS
(Lans EM conteibution (Omit if EM depsndente OR SUBSISTENER I::I".T;:::cz ”*:::":A": oTHER T:J;M';
for Claax Q allotment) raceiving Claas Q almi) ALLOWANCE b
99,37 None None 4,20 Hone None | 103,57
13. ALLOTMENTS OR COMTRIBUTIONS PRESENTLY IN EFFECT BY AP PLICANT (Speciiy trps end smount.)
(WIFE AND/OR CHILDREN FATHER AND/OR MOTHER OTHER OTHER
None $40,00 (Class E) Kone Kone

14, APPLICANT HAS BEEN INFORMED OF His PRIVILEGE TO APPLY FOR A CLASS Q ALLOTMENT ON BEHALF OF HIS DEFENDENTS,
BUT DOEL NOT HAVE THIS ALLOTHENT IN EFFECT FOR THE FOLLOWING REASONS!:

I have applied for a Cless Q allotment, but this is an inadequate sum to support

5 people.
1s. AVERAGE MONTHLY INCOME AND EXPEMSES OF PERSONS UPON WHOM APPLICATION IS BASED (Protate if necessnry.)
WIFE'S cLAass o WIFE'S [RENTAL OF| DIVI- PRIVATE | G TOTAL
ALLOTMENT| EARNINGS | PROPERTY | DENDS | BUSINESS INCOME
GROSS
INCOME N/A
PRIVATE TOTAL
wirFg's AENT FOOD CLOTHING |uTiniTias | S g [FARMING (MEDICAL CXPENSES
EXPENSES
/A
CLASS Q RENTAL OF | DIVI- PRIVATE SOCIAL INSUR- TOTAL
PARENTN EARNINGS FARMING [ PENSION ANCE
(OF othersy |ALLOTMENT PROPERTY | DENDS |BUSINESS ; SECURITY|peneriTs INCOME
R3S INCOME  None None Rone None | None | None | None None | None HNone
PARENTS PRIVATE TOTAL
(Or othoc) RENT FOOD CLOTHING |uUTIkITIES| P~ [FARMING | MEDICAL ExPENILSE
EXPENIES
68.50 | 86.00 [ 50,00 | 16.00 |None | None [26,00 $220.00
ASSETS OF APPLICANT AND PERSONS UPON WHOM
16. 17, OUTSTANDING OBLIGATIONS OF APPLICANT AND PER~
APPLICATION (S BASED (Do not Include farm squipment.} SOMZ UPON WHOM APPLICATION IS BASED (Frolude farm,)
CESCRIPTIO CASH VALUE DATHE MoRTHLY BALANCE
L] N AMOUNT PURPOIE oy
) APPLICANT |Fanznrs;o1'uen: LOANED MENTS ouUs
AuTOMOBILE None $1100.00 16Jun38| 11,000 To buy home .50 [$6,350.85 |
HomeE None 12,500
BANK-JAVINGS ACCOUNT None None
BONDS AND STOCKS None None
PROPERTY (Other then home| NONE None
18, APPLICANT HAS BEEN ADYISED OF HIS RIGHTE UNOER THE SOLDIER'S AND SAILOR'S RELIEF ACT OF 1940 TO REQUEST RELIEF

FROM OBLIGATIONS wHICH HE PERSONALLY INCURRED PRIOR TO INDUCTION, AND HAS INDICATED THAT HE (has) (wifl) (will not)
REQUEST SUCH RELIEF (Delete parsnthetical phrasss that ars nof applicabla). IN EVENT APPLICANT WILL NOT REQUEST SUCH RE-
LIEF INDICATE REASONS.

2

Figure 11-2-10.1—Continued.
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SECTION Il - {To be completed by applicants for whom farming operation is basis for Hardahip or Dependency Separation.)

toa MAJOR CROPS NORMALLY GROWN ACREAGE | b. ANIMALS NUMBER VALUE <. MACHINERY VALUE
20, INDICATE WHETHER APPLICANT, RELATIVES, HIRED HELP, ETC., ACCOMPLISHES THE FOLLOWING
NORMALLY WHILE APPLICANT [$ IN SERVICE

a PLOWE GROUND

b. sOWs SEED . '

€ FERTILIZES GROUND

4, CULTIVATES

#. HARYESTS FORAGE CROPS

f. HARVESTS GRAIN CROPS

£ HARVESTS TRUCK CROQP3

h. FERFOHMS DAILY MILKING CHORES
1. PERAFORMS CHORES REQUIRED FOR FEEDING ANIMALS
21, ACREAGE NO. OF ACRES

& TOTAL OF FARM

Bb. PRESENTLY FALLOW

£ IN FULL PRODUCTION .
d UNPRODUCTIVE (Wooded, untillable, ete.)
B 30LL BANK PLAN (If &8 member} (Money received tharefrom ahould be shown In [tem 15)

f- DEVOTED TO HOUSE, GAOUNDS, OUTBUILDINGS, ETC.
22, COMPLETE THE FOLLOWING, IF OPERATION OF FARM REQUIRES THE SERVICES OF MORE THAN ONE, INDICATING NUMBER
FULL TIME [PART TIME |PEAK sEASONS

& ASL|STED IN OPERATION OF FARM PRIOR TO APPLICANT'S ENTRY IN THE SERVICE

b PRESENTLY ASSISTING

- REQUIRED TO CONTINUE MINIMUM SA TISFACTORY OPERATIONS
NAME ADDRESS RELATIONSHIP

23, LEGAL OWHER
OF- FARM

24, DATE FARM WAS PURCHASED, {F OWNED BY APPLICANTT
"§25. TEMPORARY MEASURES WHILE IN SERVICE (Contitnue tn Section IIT, if necessary)

& GIVEH REASONS WHY PERSONS LISTHD IN ITEM % CANNOT ASSIST IN THE OPERATION OF THE FARM WHILE APPLICANT I2 [N THE

SERVICE
§5. CAN HIRED HELP BE QBTAINED! (Artach atatezen! from locai county agricul | agent regarding availability of {arm [abor)
Clves [wo

c, CAN TEMFORARY ASSISTANCE BE OBTAINED ON A PROFIT $HARING OR SIMILAR BASIST
{Jres [Tl no 0 YES. sxplain why aseistance will not be rendered through this source)
d. CAN FARM BE HENTED ON A SHARE CROP OR SIMILAR BASIS?

C1ves []wo ¥ NO, sxplain)
5. DO FARMERS (N THE AREA NORMALLY COOPERATE IN ASSISTING EACH OTHER WHEN THE NEED ARISES?

[Oves [([T)wo (f NO, explain why sesisiance will not be rendered through this source}

[Z6. DID APPLICANT ASSIST IN THE OPERATION OF THE FARM PRIOR TO ENTRY IN THE SERVICET [ ] ves CIwe

k 1F APPLICANT DIO A$23)3T, OI0 HE DERIVE ALL Hid INCOME FROW THE FARMT [T Yvas [ ne
1F APPLICABLE, WHAT MEANS DID HE EMPLOY TO SUPPLEMENT HIS INCOMET

Figure 11-2-10.1—Continued.
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AR 660-17

SECTION Il - (Al applicants list here any other information considered partinent {0, or in continuation of, any of the fore-
going items. Additional sheets may be used.)

27, REMARKS

INCLOSURES (Liat avidance aubmiited.)

1. Iir from Pfc Underwood's father 4. ILir from Dr. H.M. Stone
2. Ltr from Mrs. Jane Duke (Disinterested person)

3. Ltr from Wayne Construction Co.

SECTION IV - AUTHENTICATION BY APPLICANT AND INTERYIEWER

I SWEAR (or affirm) THE FACTS SET FORTH IN THIS REQUEST FOR DISCHARGE ARE TRUE TO THE BEST OF MY
KNOWLEDGE AND BELIEF.

DATE SIGNATURE OF A

13 December 1961 / 0,4:? N'f\ /Mw/ﬂfﬁé

NAME, GRADE, BRANCH OF SERVICE (Type or pridt.) SIGNATURE OF QFFICER CONDUCTING INTERVIEW

THOMAS W, LINGEN, Capt, Inf %772’41’4 ///At Ty A

SECTION ¥ - (T be compieted and authenticated by peraonnel officer having custody of aap!io‘!t’a records_}
28, HAS INFORMA TION COMTAINED [N ITEMS 1, 12, AND 13 BEEN YERIFIED FROM RECORDST 29. DATE OF BIRTH

Caver wo

30a. DATE OF ENL, ER, RA, NG, |b, DATE OF ENTRY ON aD (ER- |c, wl OF ENTRY ON ACDUTRA
OR IND NG) (ER-NGQ)

11. TOTAL FRIOR ACTIVE 3VC
(¥, month & day of last die=
charge)

32, LIST MAIN CIVILIAN OCCUPATION RECORDED ON DA FORM 10 (Tille only).

33, APPLICANT'S PHIMARY MOS 34a, TIME LOST UNDER SEC 0p, |5 HMORMAL ITS c. EXTENDED ETS
AFP 2h, MCM t D91

35. HAS APPLICANT BEEN ALERTED OR PLACED ON ORDERS FOR OVERSEA SHIPMENTT [ ] NO [T] YES (If YES complete the following)

2. DATH APPL INFORMED |6, EDCSA % REPORTING DATE . PERIONNEL CENTER d OYERSEA COMMAND
oF ALERT

436, COMPLETE FOLLOWING IF APPLICANT WAS INDUCTED

la. SELECTIVE SERVICE NO, 5. LOCAL BOARD NO. c. COUNTY d STATE

I’T.. HAS APPLICANY SUBMITTED A PREVIOUS APPLICATION FOR HARDIHIP OR DEPENDENCY SEPARATIONT D YES E] NO

[o. AR PREVIOUS APPLICATION REFERRED TO STATE DIRECTOR OF. SELECTIVE SERVICE? D YES C] NO
€. INDICATE ORGANIZATION OR COMMAND THAT DISAPPROVED PREVIOUL APPLICATION

38. 11 APPLICANT UNDER CHARGES, IN CONFINEMENT, UNDER INVESTIGATION FOR SEPARATION BY REASON OF AR 435.88 OR AR
00410, BEING PROCESIED FOR DISCHARGE OR RETIREMENT FOR PHYSICAL DISABILITY UNDER AR 438408 AND b. OR DOES
FLAGGING ACTION UNDER AR 000.31 EXIS3TY

39, DO STATEMENTS INCLOSED WITH APPLICATION CONFORM WITH THE REQUIRKEMENTS OF AR §38-2071 D YES
408, NAME AND GRADE OF FPEASOMNEL OFFICKR

[ ~e

b, SIGRATURE OF PERIONNEL OFFICER

4 A1 @1

Figure 11-2-10.1—Continued.

AGO B3R3A

11-107


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


AR 600-17

11-108

Unéderwood, Ralph T. 1st Ind

RA 19 300 831

SUBJECT: Application for Hardship Discharge

CO0, Campany B, lst Bn, 19th Inf, ¥t Miller, Utah, 31 Dec 61
THRU: Comuanding Officer, lst Bn, 19th Inf, Ft Miller, Utah

90: Commanding General, 99th Inf Div, Ft Miller, Utsh
ATIN: AG-FSD

1l. Recommend approval.

2. Pfc Underwood 1s not under charges, investigation, flagging
action under AR 600-3l, or administrative actions which may result

in reagsigmment or separation.

% Incl THOMAS W.
1. I&r fr father Capt, Inf
2. ILtr fr family friemd Commanding
3. Ltr fr father's employer

+ Fhysiclan's certificate

Figure 11-2-10.2.

AGO 8383A


SimS
Pencil

SimS
Pencil

SimS
Pencil


AGO B383A

AR-600-17

November 25, 1961

Camsanding Officer
Co B, 1st Bn, 19th Inf
Fort Miller, Utah

Dear Bir,

I would certainly appreclate a discharge frcm the Ammy for my
son, Pfc Ralph T. Underwood, RA 19 300 831.

We were doing pretty good after Ralph joined the Army last
year, even without the $50.00 a month he used to give his mother to
help cut. In July this year I had an accident and they amputated
nmy left arm., I haven't been working since then and it has been real
difficult to pay the billg from month to momth. I have just about
wsed up our savings, and the ingurance money and em now preparing to
arrange o loan (or sell) the car {1959 Model). I have three other
children but they are still golng to elementary school and I hope
they can continue to get their education.

The $40.00 allotment from Ralph is 2 real godsend but it Just
isn't enocugh money to take care of everything. Mr. Drake, wvho owns
the Wayne Construction Company, said he would hire Ralph 1f he could
get an honorable discharge or even be relemsed to the Reserve Unit
here in Wayne, We certainly need Ralph's help and I would like for
him to be discharged fram the Army.

Sincerely,

Notary Statement and Seal

Incl 1

Figure 11-2-10.8,
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11~-110

RD 6, Wayne, Pa,
med'ber 1,’1%1

Ccumanding Officer
Company B, 1lst Battalion
99th Infantry Diviaion
Fort Miller, Utah

Dear 8ir:

I ar writing this letter in an effart to help Pfc Ralph ¥.
Undervood obtain his release from the Army,.

Having known the Underwood family and having been their neigh-
boxr for the past 23 years I am very familier with their present
clrcumstances.

last July, Mr. Joseph Underwood waes hurt vhile at work and

" gubgequently had his left arm amputated, Since that time Mr. and

Mras. Underwoocd and their three young children have been in an ex-
tremely difficult finanelal condition,

To the best of my knowledge the only hely they recelve is from
their son Ralph.

The only solution to the Underwood's dire circumstances iz the
financial support and care Ralph can give at home. BNone of the
children or relatives are able to render any assistance vhatsoever,

The entire family is an asset to this commmnity and are fine,
respectable people.

It is oy sincere hope that you will do everything in your power
to help this famlly get on its feet again by assisting Ralpk in his
efforts to be released from the service.

Sineerely yours,

Incl 2

Figure 11-2-10.4.
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WAYRE CONSTRUCTION COMPANY
611 Main Street
WAYNE, PENNSYLVANIA

December 1, 1961

Captain Thomas W. Lingen
Company B, 1lst Ba, 19th Inf
99th Infantry Division
Fort Miller, Utah

Dear Sir:

This letter is in reference to a request I received from Pfe
Ralph T. Underwood regarding employment in the event that he is
released from the Army.

I have knowm the Underwood family for about 25 years and am
very familiar with their pregent Aifficulties. Mr. Joseph B.
Underwood had been in my employ for aprroximately 25 years and on
July 1, 1961 he was involved in an aceident while at work, which
resulted in the loss of his left arm. Mr. Underwood's son, Ralph T.
Underwood, vas in my employ for about 1 year before his entry into
gervice.

Both Joseph and his son were exceptionally good men on the Job
and fine family men.

As the result of the accident the family 1s very hard put to
make ends meet and any consideraticn you could give him toward
releagse from the service would alleviate the diatressed condition
of the famlly. Noc one at home is able to agsist the femily because
the children are all of school age.

I will hire Ralph immediately upon separation fram the service
and put him on the Job he left, bricklayer's helper, at a wage of
$90.00 per week.

Yours truly,

JoAin & Death

Bullding Contractor
Weyne Construction Company

Hotary Seal

Incl 3

Figure 11-2-10.5.
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H, M, STONE, D
200 Park Street
WAYNE, PENNSYLVANIA

December 1, 1961

Company Officer

Company B, 1st Battalion
19th Infantry Division
Fort Miller, Utah

Dear Sir:

This letter is to inform you that on July 1, 1961, I treated
Mr, Joseph B, Underwood for an injury incurred while at work,

Due to the nature and extent of injuries sustained, it was
necessary to amputate his left arm. I have continued to treat
Mr. Underwood and his progress has been good,

In my opinion Mr, Underwood will not Le able to return to the
same type of work which he performed prior to his injury,

Yours truly,

H. M, Stone, MD

Incl |

Figure 11-2-10.6.

11-112 AGO 83834


SimS
Pencil

SimS
Pencil


AR 600~17

Procedure 11-2-11
SUSPENSION OF FAVORABLE PERSONNEL ACTIONS

. References.

AR 381-130.

AR 600-31.

AR 604~10.

. Form. DA Form 268 (Report for Suspension

of Fa.vorable Personnel Action).

3. General. a. DA Form 268 is used for flagging
records of those individuals— _

(1) To whom the provisions of AR 604-10
apply (security investigation).

(2) Against whom action is initiated which
may result in dismissal, discharge, court-
martial, disciplinary action, demotion or
elimination proceedings.

(3) AWOL, under charges or restraint by
civilian authorities, or against whom in-
vestigation is initiated of allegations or
incidents reflecting unfavorable upon their
character or integrity.

o0 oa e

b. None of the following favorable personnei
actions can be accomplished while an individual is
flagged:

(1) Reassignment (except as authorized by
par. 5, AR 600-31).

(2) Promotion.

(3) Appointment or reappointment.

(4) Enlistment,

(5) Discharge.

(6) Release from active duty.

(7) Award of a decoraticn or commendation.

(8) Retirement.

(9) Attendance at a service school.

¢. The following procedures do not apply to
security cases under section II, AR 600-31.
Flagging action involving personnel security cases
will be performed as directed in AR 600-31.

d. Flagging action on officers and warrant
officers, including those of the Reserve Compoenents
serving on active duty as enlisted men, will be ac-
complished only at the specific direction of the com-
mander.

4. Procedure. ¢. Secure the information re-
quired to complete a pencil draft of DA Form 268
{(initial report}, items 1 through 12, from the Per-
sonnel Data Card (PDC),

b. Obtain the information to complete items 13
through 17 from the first sergeant or executive
officer.

AGO 83834

¢. Use the pencil draft as a guide and type the
required number of copies of DA Form 268 (fig. 11-
2-11.1). Copies must be furnished each headquar-
ters in the chain of command as follows:

(1) Original and 1 copy to the Division Com-
mander, ATTN: AG-PSD.

(2) One copy to the Brigade Commander,
Division Artillery Commander or the Sup-
port Command Commander, ATTN: 81,
as applicable.

(3) One copy to the Battalion Commander,

"~ ATTN: 81 (if unit is organic to a
battalion).

(4) One copy will be placed in the company/
battery suspense file for control of interim
reports (e below),

d. Have the unit commander complete the au-
thorization on all copies.

(1} Prepare envelopes for addresses other than
the battalion headquarters,

(2} Annotate reverse of the PDC in red pencil,
“Flagged under AR 600-31 (date).”

{3) Where flagging action was initiated due to
AWOL, annotate the reverse of the PDC
in red pencil ‘“Flagged—final report (AR
600-31) to be made on date dropped from
the rolls (date).”

(4) Change the deployability status of the
soldier on the face of the PDC.

(5) Remove 1 copy of DA Form 268 for sus-
pense file.

(6) Original and all remaining copies of DA
Form 268 will be hand-carried to the bat-
talion 81/adj.

(7) Make MR entry changing FSA code.

e. Count 120 days after the date of the initial
report; write that date in red on the upper border
of your copy of DA Form 268 and put it in the unit
suspense file, This is the date on which the first
interim report is submitted.

J. Prepare the first interim report (fig. 11-2-
11.2) on DA Form 268, items 1 through 12, items
19 through 24, and Section IV. Obtain information
for items 19 through 24 from the first sergeant or
executive officer. You will aceomplish this report
on the date entered on the upper border of the initial
report. Count 120 days after the date of the first
interim report; write that date in red on the upper

11-113
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border of unit copy of DA Form 268 and place in
suspense. This is the date on which the second in-
terim report is submitted.
¢. Prepare the second interim report on DA Form
268 completing the same items as on the first in-
terim report. Count 30 days after the date of the
second interim report; write that date in red on the
upper border of DA Form 268 and place in sus-
pense. This is the date on which the third interim
report is submitted. If subsequent reports are re-
quired follow the procedure in this subparagraph.
h. When the final report lifting the flagging
action is required (par. 12¢(3), AR 600-31)—
(1) Remove the copy of DA Form 268 from
suspense file.
(2) Prepare final report (fig. 11-2-11.3) on
DA Form 268, by completing items 1
- through 12, 25, and Section IV, in the same
number of copies and for the same dis-
tribution as required for the initial re-
port. Obtain the information for item 25
from the first sergeant or unit commander.
(3) After the unit commander signs the re-
port, dispatch it to addressees indicated
in the distribution.
(4) Annotate the reverse of the PDC in red
pencil “Flagging removed (date).”
(5) Destroy all copies of DA Form 268 per-

11-114

taining to the case in the unit file.

(6) Make MR entry changing FSA code.

1. When DA Form 268 establishing flagging act-
ion on & soldier of the unit is received from another
headquarters—

{1) Provide a copy of DA Form 268 to the unit
commander immediately.

(2) Annotate the reverse of the PDC in red
pencil “Flagged under AR 600-31 (date
and headquarters controlling flagging
action).”

(3) Change the deployability status of soldier
on the face of the card.

(4) File DA Form 268 in the unit files in a file
established for this purpose.

(5) Make MR entry changing FSA code.

j- DA Form 268 will not be prepared at unit level
for officers including Reserve officers serving on
active duty as enlisted men (service number prefix
RO, RM, or UR).

(1) Should flagging action be required on this
category of personnel, the unit commander
must make an immediate personal report
to the battalion commander.

{2) DA Form 268 will be initiated by the bat-
talion personnel staff NCO, or the PSD,
as determined by local command direc-
tives.

AGO 83834
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d. ]! am the widower of the deceased member or retired member named in Section [, that 1 am nol now matried and have not tematried since
date of death of 5aid membes or retired member and that at the time of said membes’s or retired membet™s death [ was dependent upon such
member or retired member for over one-half of my Support because cf a mental of physical incapacity. Lawful martiage to said member or

retired member took place at on
FLACE OATE

e. [] All children named are my legitimate, legally adopted or step children; that all children are unmarried; that all children named who a1e over 21
years of age ate (1) incapable of self-support because of & mental or physicel incapacity that existed prior to their reaching the age of 21 and
are in fact dependent upon me for over one-half of their suppott or (2) have not passed their twenty-third birthday and asze enrolled in a full-
time course of stydy in an edycational institution above high school level which nomnally maintains a regular faculty and curriculum and nor-
malty has @ regularly organized body of students in attendance at the place where the educational activities are carnried on and are in fact
dependent upon me for over one-half of their support.

£, 77} All childeen named are the legitimate, legally adopted o1 step-children of the d ed ber or retired ber named in Section [, thet all
children named are unmarried, that all children named who are over 21 years of age are (1) incapable of self-supporl because of a mental or
physical incapacity that existed prior Lo their reaching the age of 21 and wete in fact dependeat upon the deceased member or retired member
at the time of the member’s or retired member's death for over one-half of their support or (2) have not passed their twenty-third birthday and
are enrolled in a full-time course of study in an educational institution above high school level which normally maintains a regulaz faculty sand
cutriculum and place whete the educational activities are careied on and were in fact dependent upon the deceased membes or retired member
at the time of membet's or retired member’s death, for over one-half of their support.

NOTE - Section {I - In those special circumstances which pemit children over 21 entitlement to medical care, indicate after date of birth
(INC} for incompetency, or (SCH) for attendance at approved school. Enter under Remarks the neme of the institution of ligher learning.

@[] [ am the parent or parent-in-law of the deceased member or 1etired member named in Section 1 and at the time of said membert’s or tetired
membet’s death, 1, and all other parents or parents-in-law named herein resided in the h hold of said ber or retired bet, and were
in fact dependent upon said member or retired member for over one-half of our support.?

#.[]1 am the legal guardian of the dependent or dependents of the deceased member or retired member named in Section |, and further certify that
the named dependents meet the criteria for eligibilily'prescribed by Public Law 569, 84th Congress, as indiceted by blocks checked above.

i. —_) All parents or parents-in-law named ate in fact dependent upon me for over one-half of their support and actually reside in my huusehnld.2
J.[C] 1 am entitled 1o tetired, retirement, or reteiner pay ot equivalent pay as a result of service in a uniformed gervice, other than by retirement
under title Iil of the Atmy and Ait Force Vitalization and Retirement Equalization Act of 1948,

k. [ 1 am entitled to tetired ur retirement pay under Titie 10, U.5.C. Section 1331 - 1337 (formerly Title Il of the Army and Air Forca Vitalization
and Retitement Equalizotion Act of 1948) and [ have compleied eight or more years of active duty as defined in sub-section 101(E} of the
Armed Forces Reserve Act of 1952, 66 Stat. 481, 56 U.5.C. 901, periods of active duty wete as follows:

2 For the purposes of .oadical carn, the rapriroment of aciually residing in the household shall ba lulfilled when the parent or parent-in-law actually
raaidas, of was ragiding et the tine of death of a mamber or rotired siembar, in & dwelling nlaca providad or maintained by said menber or retired member|

19, AEMARKS

Comnissaxy Agent: Mrs. Mary J. Underwood

LER CONDITIONS APPLICABLE TO RECIPIENTS OF CARDS

-Recipients of the Uniformed Setvices HMentification and Privilege Card(s) authorized on the basis of this application will be resnonsible for proper use
of the privileges and facilities authorized. Recipients wilf ler cards i diately upon call to do so or when anpropriate under applicable regulations,
and will notify the agencies designated to grant authorizations for privileges and facilities in event of any change in status affecting eligibility therefar.
Medical care furnished in uniformed services facilities is subject to the availability of space, facilities, end the capsbilities of the medical staff to provide
such care. Determinations made by the medical officer or contract surgeon, o1 his designee, as to availability of space, facilities, and the capabilitiex of
the medical steff shail be conclusive. leimbursemnt shall ve required for any unauthorized medical cwe furnished at Government expense. Penalty for
presenting false claims or making false stutements in cornection vith claims; fine of nut more than 710,000 or imprisonment for not more than five years or
both, Act 25 June 1918, 18 U.S.C. 287, 1001.

0. DATE OF APPLIEATION% 1. SIGNATYRE © AP/P]_L&ANT . 4 )
X YN/ PP
1 December 1961 Y/ 7 . Cr ot ot AL
SECTION IV . VERIFICATION BY PERSONNEL OFFICER OR OTHER RESFONSIBLE OFFICIAL OF SPONSOR'S SERYICE

THE STATUS OF THE PERSONS NAMED N SECTION Il HAS BETN VERIFIED, I1555E OF DO FCRAM 1173 BY ANY U.S8 MILITARY ACTIVITY IS AUTHORIZED, 3ENE-
FITS & PRIVILEGES TG WHICH ENTITLED, EFFICTIVE & SXPIRATION OATES OF ELIGISILITY FOR EACH NAMED PERSQON ARE VERIFIED. ISSUING AGENCY RE-
QUESTED TO (A] ISSUE DD FORM 1173 UPCHN FRESENTATION OF THIS APPLICATION (8) ENTER IN THE APPROPRIATE COLUMN OF SEC II THE CARD NUMBER
ISSUED WITH THE DATE ISSUED (C] COMPLETE SECTION ¥V OF THIS APPLICATION FORM AND RETURN |T TO THE ORGANIZATION DESIGNATED IN ITEM 22,

22, ORGAHIZATION ANDMAILING AGDRESS OF VERIFYING OFFICER | 21, TYPED NAME, GRADE AND TITLE 28. SIGNATURE

SECTION ¥V - AUTHENTICATION BY ISSUING AGENCY

23, OAGAKIZIATLOM OF IS5UING QFFICER -zs. TYPED NAME, GRADE AND TITLE 17, SIGHATURE

U E GONDEWMIWT FHIRTING OFFICT (#4190~ 183103

Figure 11-2-12.1—Continued.

AGO 8383A 11-123


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


AR 600-17

Procedure 11-2-13
AWOL AND DESERTION

I. References.

a. AR 355-60.

b. AR 630-10.

c. AR 643-40.

d. AR 700-8400-1.

2, Forms.

a. DA Form 188 (Extract Copy of Morning Re-
port).

b. DA Formm 268 (Report for Suspension of
Favorable Personnel Action).

¢. DA Form 442 (Inventory of Personal
Property).

d. DA Form 1546 (Request for Issue or Turn-In).

“e. DA Form 10-102 (Organizational Clothing
and Equipment Record).

f. DA Form 10-185 (Individual
Record).

3. General, a. Throughout this procedure the
term ‘‘deserter” is used solely to administratively
define an individual who has been dropped from
rolls of his organization.

b. The company has many specific duties when-
ever an AWOL or desertion occurs. After the
initial morning report entry of an AWOT, is made,
there are three major suspense dates to consider in
planning for administrative processing of AWOL's
or deserters—

(1) On the 10th day, the AWOL’s nearest
relative must be notified.

{2) On the 29th day, the AWOL is dropped
from the rolls of the unit as a deserter.
See paragraph 2d AR 630-10 for excep-
tions to this date.

Clothing

(2) On the 59th or 119th {(overseas) day, the’

deserter’s personnel records are forwarded
to The Adjutant General.

e. Prior planning will obviate a heavy workload
at the last minute or a delay in forwarding records
and reports.

d. The division Replacement Detachment will
comply with paragraph 2b, AR 630-10 to determine
the status of intransit personnel who fail to report
to the division and, if necessary, follow the pro-
cedures below.

4. Procedure. a. Upon determination of an
AWOL—

(1) Make proper morning report entry (AR
335-60).

11-124

action (Procedure

(2) Prepare flagging
11-2-11).

b. The commander will make an inquiry into
probable causes or motives for the absence, making
a written report of his findings.

¢. On the 10th day of AWOL a letter to the
absentee’s nearest relative is prepared and dis-
patched (par. 3d, AR 630-10).

d. On the 20th day of AWOL—

(1) Make a morning report entry dropping the
individual from the rolls of the organiza-
tion as a deserter. See paragraph 2d, AR
630-10 for exceptions.

(2) Prepare DA Form 188 (Extract Copy of .
Morning Report) in quadruplicate.

(3) The supply officer will inventory and dis-
pose of the absentee’s property in accord-
ance with AR 643-40 and AR 700-8400-1.

- If no property is found, a written negative
report will be made.

{4) Money left by the absentee will be de-
posited with the finance officer and receipt
obtained.

{5} The battalion 82 will be requested to take
action to revoke any security clearance.

e. The following reports-and forms will be for-
warded to the PSD as soon as possible, but not later
than 30 days after the absentee is dropped from the
rolls in CONUS. Oversea commanders may extend
this period to 90 days.

(1) Copy of the letter to the nearest relative.

{2) The commander’s inquiry report.

(3) Charge sheets in triplicate (if applicable).

(4) Finance officer’s receipt for money de-
posited (if applicable).

{(5) DA Form 442 {Inventory of Personal
Property).

(6) DA Form 1546 (Request for Issue or
Turn-In).
(7) DA Form 10-102 (Organizational Cloth-
ing and Equipment Record).
(8) DA Form 10-195 (Individual Clothing
Record).
(9) DA Form 188 (Extract Copy of Morning
Report) in quadruplicate.
7. Immediately upon return of an AWOL or
deserter to duty—
(1) Refer him to the servicing medical facility

AGO 8383A
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@
(3)
4)

(5)

AGO 83834

for a medical examination in accordance
with paragraph 7a, AR 630-10.

Make aprropriate morning report entry
(AR 335-60),

Make interim flagging action report (Pro-
cedure 11-2-11),

Commander will prepare charge sheets.

Take any other action requested by the
commander or PSD,

AR 600-17

g. If an individual attached to the company goes
AWOL his parent unit will be notified by the fastest
means available, providing the information required
by paragraph 2k, AR 630-10. The parent unit will
make proper morning report entries and follow the
procedures in paragraph a through e above, so far
as possible.

h. ACDUTRA personnel will not be processed
using this procedure, but will be processed in aceord-
ance with paragraph 18, AR 630-10.
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AR 600-17

Procedure 11-2-14
BARS TO ENLISTMENT OR REENLISTMENT

. References.

. AR 635-200.
AR 640-98.

. Forms. None.

3. General. AR 635-200 provides
procedures to bar enlisted personnel from enlisting
or reenlisting in the Regular Army. This bar is
intended primarily for those individuals the com-
mander determines to be untrainable or unsuitable
for military service and whose conduct and effi-
ciency warrant a General Discharge, but whose
actions do not warrant elimination for unfitness or
unsuitability (AR 635208 and AR 635-209). Bars
are approved by the division commander, and upon
spproval are filed in the individuals personnel files.
An appropriate remark is entered in the service
record and on separation papers.

4. Procedure. ¢. On determining that an in-

SR

11-126

dividual should be barred from further service, the
commander prepares a letter in certificate form
(fig. 11-2~14.1) giving the reasons for the request,
the time the individual has served in the unit, the
commander’s efforts to rehabilitate the individual;
s summary of the individual's offenses, and the
individual's eonduct and efficiency ratings.

b. The request will be shown to the individual
and he will be given an opportunity to make a state-
ment (fig. 11-2-14.2) in accordance with AR
640-98.

¢. The request will be forwarded to the next
higher headquarters in original and 3 copies.

d. The commander of the unit to whick an in-
dividual is assigned or attached may request re-
moval of a bar to enlistment or reenlistment if he
determines the individual is in fact qualified for
further service. The request will be forwarded in
the same manner as a request to bar.

AGO 83834
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AR 600-17

HEADQUARTERS
COMPANY B, 1ST BATTALION
19TH IKFANTRY
FORT MILLER, UTAH

21 September 1961
SUBJECT: Certificate of Unsuitablility for Enlis‘hnent/Reenliﬂ'hnent

TO: Commanding Officer
lst Bn, 19th Inf
Fort Miller, Utah

1. In accordance with the provisions of paragraph 8¢,
AR 635-200, this 1s to serve as my certificate to the effect that
1 consider PYT RALPH T. UNDERWOOD, RA 19 300 831, a substandard
soldier who should be barred from ealistment/reenlistment in the
service,

2, FPVT UHDERWOOD hes been assigned to this unit for
months.

3. PVT UNDERWOOD has a record of habitual misconduet in this

unit as evidenced by Article 15 actions against him and
convictions by courts-martial, Offenses range from
to .

4. I nave counseled this 1ndividual on numerocus occasions and
have adviged him of the adverse consequences which might ensue froam
this or similar personnel actions. This has been to no savail, I
forward this certification for approval, all other rehabilitation
actions having failed to date.

—— .
5. Conduct i Efficlency / (ett- .

6. A statement by subject EM as required in persgraph T,
AR 640-98 is inclosed.

1 Inecl THOMAS W. LINGEN
a8 Ca.pt, Inf
Commanding
Figure 11-2-14.1.
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AR 600-17

COMPANY B, 1ST BATTALION
19TH INFARTRY
FORT MILLER, UTAH

21 September 1961
SUBJECT: Certificate of Unsuitability for Enlistment/Reenlistment

I have read and understand the allegations made by my comuander
this date, snd--

(/r) elect not to make a statement,
( ) sulmit the following statement in my behalf,

RALPH T. UNDERWOOD
vt

RA 19 300 831

Figure 11-8-14 8,

11-128 AGO B383A
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Procedure 11~2-15
CHANGES TO RECORDS OF NAME OR BIRTH DATA

1. Reference. AR 600-2.

2. Form. DA Form 1049 (Personnel Action).

3. General. a. A change to records of name must
be presented by the individual. Such a change may
be required by an erroneous entry on the individ-
ual’s records on entering service, a change by court
order, naturalization, or the addition or deletion of
Sr., Jr., IT1, a middle name, ete.

b. A change to date or place of birth will be re-
quested when the recorded entry is in error.

¢. Normally the authority to approve these
changes will be delegated to the unit commander,

4. Procedure. a. Change to record of name.

(1) When a change to the record of name is
required, the individual will submit a
request on a DA Form 1049, (fig.
11-2-15.1) to his immediate commander
with the following .substantiating docu-
ments:

(a) A certified copy of the court order or

AGO 8383A

)

(c)

(@

AR 600-17

decree, if applicable.

Evidence required by AR 600-2, where
the change is through other than eourt
decree.

Addition or deletion of Jr., 8r., ITI, and
middle names, or slight changes in
spelling may be made on the individual's
statement.

On naturalization—a statement from
the individual’s superior officer stating
he has seen the naturalization certificate
and the name hasz been changed as
stated on the application, A naturali-
zation certificate may not be re-
produced.

(2) The unit commander will approve or dis-

approve and forward to the PSD,

b. Change to records of date or place or birth will
be accomplished in the same manner as above, pro-
viding the evidence required by AR 600-2.
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AR 600~17

PERSONNEL ACTION DATE

(AR 340-15) 12 oct 61
FILE REFERENCE SUBJECT
UNDERWOOD, RALPH T,
m19300831 Request for Change of Record of Name
70 FROM:
co, Co B, lst Bn, 19th Inf Co B, lst Bn, 19th Inf
Fort Miller, Utsh Fort Miller, Utah
NR PROCESSING ACTIONS
1 1. UP para 9, AR 600-2 request thst my name of reccrd be changsd from

RALPH TYLER UNDERWOOD to ROBERT TAYLCR UNIERWOOD,

2., VWhen I enlisted my name was erronecusly entered on my enlistment pepers

‘because of an error on ;my biyth eertificate. I have now received a corrected
copy of my birth certificate and desire to have my records changed to ehow my

QL kT Undlsere

2 Incl# RALFH T, UNDIERWOOD
l, Certified copy of birth 3119300831

2, Affidavit of parents

T70: €G, 99th Inf Div FROM: €O, Co B, lst Bn, 19th Inf 12 Oct 61
ATTR: AG=-PSD
Approved,
2 Inel 'mm w. /W
ne ca\'Pt’

# Ho samples provided

USE PLAIN PAPER POR CONTINUATION OF COMMENTS

DA ,?cnr 5,1049 REPLACES EDITION OF 1 QCT B3, WHICH IS OBSOLETE U 1855 0 - JE4TH

Pigure 11-2-15.1.
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AR 600-17

November 25, 1961

Commranding General

Finance Center, U, S. Army
ATTH: Allotment Operations
Indianapolis 49, Indidna

Dear Sir:

I am the wife of Pfc Ralph T. Underwood, RA 19 300 831, Co B,
lst Bn, 19th Inf, Fort Miller, Utah.

I am currently receiving my Class Q allotment check addressed
to 1235 Bouth Gradate Ave., Salt Lake City, Utah.

On December 5, 1961 I am moving to 976 Forth Date St., Wildwood,
Washington, and it is requested that my allotment check be mailed to
that eddrees.

Sincerely,

(Mrs) BRdith 7. Undarwood

Change of address = Clags § allotment

Figure 11-8-1.8.
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AR 600-17

Procedure 11-3-2
PARTIAL PAYMENT—ADVANCE PAYMENT

1. References.

a. AR 37-104.

b. AR 37-106.

2, Form. DA Form 2142 (Request for Pay
Action),

3. General. a. A soldier may request partial
payment when an emergency arises which justifies
drawing a portion of his pay due; or prior to com-
plying with TDY or PCS orders. See chapter 1,
AR 37-104,

b. Advance payment may be requested incident
to PCS to help relieve the immediate extra expenses
of the move. A normal advance is 1 month’s basic
pay. Tor cogent reasons, up to 3 months’ basic pay
may be advanced. The advance will be repaid by
scheduled deductions usually over a 6-month period,
but may be liquidated in a lesser period. Advance
payments normally are not approved for enlisted
men without dependents unless evidence of ex-
tenuating circumstances is provided to the individ-
dual’s commanding officer. See chapter 1, AR
37-104.

¢. Advance payment of travel allowance on PCS
may be requested in lieu of an advance of pay.
Under conditions of extreme emergency where
unusual hardship will result, an exception to this
rule is authorized and both an advance of pay and
an advance travel payment may be made (see ch.
6, AR 37-106). This type of advance may not be
requested until 10 days prior to the date travel will
commence.

4. Procedure. a. Partial payment. The first
sergeant or one of the unit officers will interview
the soldier requesting a partial payment to deter-
mine if such a payment is appropriate under the
circumstances. The actual request for partial pay-
ment is submitted on DA Form 2142 (fig. 11-3-2.1).
If the amount desired and approved is all that the
goldier has due on the date of the request, enter
“maximum” instead of the dollar amount in Section
C, DA Form 2142. Also see d below.

b. Advance payment. Prior to submission of a
request for this payment, soldier must be inter-
viewed by the unit commander. Upon completion

11-138

of the informal interview, prepare the request and
have the soldier sign it (fig. 11-3-2.2). Submit the
request to the unit commander for his action. Also
see d below.

¢. Advance travel payment for PCS. When an ad-
vance of travel pay is required, as authorized in AR
37-106, complete the request and attach 2 copies of
PCS orders (fig. 11-3-2.3). Have soldier sign the
request and submit to the unit commander for
approval. Also see d below.

d. Advance payments for TDY mnot in connection
with PCS. An individuel under orders directing
temporary duty travel, not in connection with a
PCS, who desires an advance of travel allowances
may choose to receive either an advance or per
diem, an advance of monetary allowance in lieu of
transportation, or an advance of the actual or an-
ticipated commercial cost of transportation plus
per diem.

(1) Prepare DA Form 2142 identifying the
type of advance desired and inclosing 1
copy of TDY orders (fig. 11-3-2.4).

(2) Submit for unit commander’s approval.

{(3) Forward to the PSD where SF 1012
{Travel Voucher) will be prepared and re-
turned to the unit for signature of the
soldier and the unit commander.

(4) Soldier should hand-carry approved travel
voucher to the appropriate finance and
accounting officer for payment.

e. Prepare all requests in original and fwo copies.
Send original and 1 copy to the PSD and file 1 copy
in the unit files as required by AR 345-215.

J. Noformal approval of the commanding officer
is required for officers requesting partial payment,
advance pay, or advance travel pay on PCS,

(1) Complete the request in original and 2
copies.

(2) Forward the signed original and 1 copy to
the PSD without indorsement in the
“Action by Unit Commander” Section
(fig. 11-3-2.5).

(3) File 1 copy in the unit files.
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AR 60017

1. DATHE

REQUEST FOR PAY ACTION
(AR 37=104) 21 Dec 61

¥
Co B, lst Bu, 19th Inf Co B, lst En, 19th Inf

= 7o Commending Ofticer —rvon Bet Tl T, Vadervood, FK 1I9P063

ACTION REQUESTED

PAY LESS THAN AMOUNT DUE

A [IDESIRETODRAWS ___________ ON THE NEXT PAY DAY WITH THE UNDERSTANDING THAT THE BALANCE OF PAY OUE ME
AMOUNT
WILL BE CRERITED TO MY ACCOUNT,

CHECK PAYMENT DURING ABSENCE

REQUEST CHECK PAYMENT FOR AMOUNT TO BE PAID TO ME ON PAY DAYS
DATE DAYTE
a BATE BE MAILED TO ME AT THE FOLLOWING ADDRESS:
ATREET CiTy STATE

PARTIAL PAY - ADVANCE FAY - ADVANCE PAYMENT OF TRAVEL ALLOWANCE

REQUEST (X PARTIAL PAY OF s_h%_w, - [C] ADVANCE PAY OF. o MONTHS, - () ADVANCE PAYMENT
UNT

OF TRAVEL ALLOWANCE {copy of (ravel orders atiached). REASCN FOR REQUEST:

Authorized ordinary leave (CONUB emergency) for 20 days effective 23 Dec 61,

RALPH T. UNDERWOOD, RA 19 300 831 /éﬁjé é 2

%. DATE
ACTION OF UNIT COMMANDER 21 Dec 61
7. T m’ Inr My 5. FROM:
Pt er, Utah o, Co B, 1lst Ba, 19th Inf
ATTN: AG-PED Ft Miller, Utah
THE ABOVE REQUEST I5: [x] apPrROVED ] APPROVED A3 MODIFIED BELOW [] oisarproveED
9. REMARKS 7]
10. TYPED NAME AND GRADE OF UNIT COMMANDER 11. 3IGNATURE OF UNIT COMMANDER i)
QUAS W, LINGER, Captatn Fonag L4
= . ’ /St 7 / L LG g~
DA . 535.‘.. 2142 U. 5. GOVERNMENY PRINTING CFFICE: 1958 O--£7510A
Figure 11-8-8.1.
11-139
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AR 600~17

REQUEST FOR PAY ACTION T oATe
(AR 37-104) 1 Deo 61
+ T0:  Commanding Officer 1. FROM: Pee Ralph T, Und 1, BA 19300831
Co B, lst Bn, 19th Inf Co B, lst Bn, 19th Inf

ACTION REQUESTED
PAY LESS THAN AMOUNT DUEB

A [IDESIRETODRAWS _____  _ON THE NEXT PAY DAY WITH THE UNDERSTANDING THAT THE BALANCE OF PAY DUE NE
AMOUNT

WiLL BE CREDITED TO MY ACCOUNT.

CHECK PAYMENT DURING ABSENCE
REQUEST CHECK PAYMENT FOR AMOUNT TO BE PAID TO ME ON PAY DAYS

DATE DATE

-] BATE BE MAILED TO ME AT THE FOLLOWING ADORESS:

ATREET cCITY STATE

PARTIAL PAY - ADVANCE PAY - ADYANCE PAYMENT OF TRAVEL ALLOWANCE

REQUEST [_] PARTIAL PAY OF S " E] ADVANCE PAY or_nla_ MONTHS, - [] ADVANCE PAYNENT

OF TRAVEL ALLOWANCE (copy of travel orders sttached). REASON FOR REQUEST:

I am scheduled for PCS to Ft Ord, Calif on 15 Dec 61 and need funds to defray cost
of moving femily and meet Christmas expenses in same month. I am not requesting
€ |any other advence of pay or sllowances.

4. TYPEDQ NAME AND SERVICE NUMBER OF MEMB ER B JIGNATURE OF WMEMBHER
RALPH T, UNDERWOOD, BA 19 300 83t /4/// 7//@1@2?_%_,

8. OATE
ACTION OF UNIT COMMANDER 1 Dee 61

7. T0: 8. FROM:

ca,mm v €0, Co B, lst Bn, 19th Inf

Hﬁﬂ, M:m“"“h Pt Miller, Utah

THE ABOVE REQUEST i5: ] arrrROVED ] arPROVED AS MODIFIED BELOW [J oisarprovED

9. REMARKS
10. TYPED NAME AND GRADE OF UNIT COMMANDER 1. SIGNATURE OF UNIT COHMAND!R/

DA o™, 2142 P o pp————

Figure 11-8-2.2,
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AR 600-17

REQUEST FOR PAY ACTION 1. DATE
(AR 37-104) 1 me 61 .
* 1O Commanding Officer » FROMEGY Ralph 7, Underwood, BA 19300831
Co B, 1st Bn, 19th Inf Co B, lst Bn, 15th Inf .

ACTION REQUESTED

PAY LESS THAN AMOUNT DyZ

IDESIRETODRAWS ______ON THE NEXYT PAY DAY WITH THE UNDERSTANDING THAY THE BALANCE OF PAY DUE MK
AMDUNT

WiLL BE CREDITED TO MY ACCOUNT.

CHECK PAYMENT DURING ABSENCE
REQUESYT CHECK PAYMENT FOR AMOUNT TO BE PAID TO ME ON PAY DAYS

DATR DATE
SATE BE MAILED TO ME AT THE FOLLOWING ADDRESS:
STREET CITY ITATE
PARTIAL PAY - ADVANCE PAY - ADVANCE PAYMENT OF TRAYEL ALLOWANCE
REQUEST {_]PARTIAL PAY OF " " [C] ADVANCE PAY OF e MONTHS, - ADVANCE PAYMENT

OF TRAVEL ALLOWANCE (copy of travel orders attached). REASON FOR AEQuesT: FCS w/depmds to Ft Ord, Calif
per orders atchd (2 copies).

The advence of travel allowvances requasted is for use in connection with
official travel, and I hereby authorite the collecticn of this advance from amounts
due me if it is not properly settled within 0 dxys after capletion of the dfrected
travel (or temporary duty, if cable), *Pransportation requests (have) (have
not), government transportation (has) (has not), and meal tickets (have) (have not)
been requasted.

#3trike or leave out inappropriate parenthetical words,

RALPR T, UNIRESNOOD, RA 19 300 831 MZ’ L/@,,ﬁ#/

8. DATK
ACTION OF UNIT COMMANDER 1 Duc &
s » v ». FROM:
Ft Miller, Utah €0, Co B, lst Ba, 15th Inf
ATTH: AG-PSD Pt Miller, Utah
THE ABOVE REQUEST IS: k1 aprrRoOvVED [C] APPROVED AS MODIFIED BELOW [ oisaPrROVED

#. REMARKS

10. TYPED NAME AND GRADE OF UNIT COMMANDER 1. BIGNATURE OF UNIT COMMANDER
»
THOMAS W, LINGEN, Captain %W /éﬂ %‘ZZ’U

DA " :gtuu 2142 U, 5. GOVERNMENTARINTING OFFICE: 1958  O-~475120

AGO 8383A
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AR 600-17

REQUEST FOR PAY ACTION -oaTe
(AR 37-108) 1 Dec A1
2 T0:  Commanding Officer 1. FROM:3gt; Ralph T. Underwood, RA 19300831
Co B, 1st Bn, 1Sth Inf Co B, lst Bn, 19th Inf
' ACTION REQUESTED
PAY LESS THAN AMOUNT DUE
A | DESIRE TO CRAW § ON THE NEXT PAY DAY WITH THE UNDERSTANDING THAT THE BGALANCE OF PAY DUE ME

AMOUNT
WiLL BE CAEDITED TO MY ACCOUNT.

CHECK PAYMENT DURING ABSENCE

REQUEST CHECK PAYMENT FOR AMOUNT TO BE PAID TO ME ©

DATE

BE MAILED TO ME AT THE FOLLOWING ADDRESS:

N PAY DAYS

DATH DATE

3TREET

CITY -

STATE

PARTIAL PAY - ADVYANCE PAY - ADYANCE PAYMENT OF TRAYEL ALLOWANCE

R EST PARTIAL PAY GF §
eau D - AMOUNT

(ordc;e attached).

travel and temporaxry duty.
transportation requests (have) (have
requested oxr furnished.

not)

, - _] ADVANCE PAY OF

OF TRAVEL ALLOWANCE (copy of travel orders attached). REASON FOR REQUEST:

1, Request that advance of per diem be authorized to defray expemses of TIK

The advance of travel allowances requested is for use in comnection with

lofficial travel, and I hereby authorize the collecticn of this advance from smounts
due me if it is not properly settled within 30 days after completion of the directed
tion requests (have)

#Strike or leave out inappropriste parenthetical words.

MONTHS, - [ ] ADVANCE PAYMENT

?nw not), govermnent

, and meal tickets (bawe) (have not) been

4. TYPED NAME AND JERYICE NUMBER OF MEMBER

RALPH T, UNDERWOOD, BA 19 300 831

8. SIGNATURE OF MEMBER

oo tvrr e Sl

el T 2

8. DATE

ACTION OF UNIT CO. DE
MMANDER 1 Dec 61
'?WT”E Inf Iiv s. FROMN: —
R’mr’ Ueak €0, Co B, lst Bn, 19th Inf
ATTS: AG-FBD Ft lﬂ.].'l.ar, Utah
THE ABOVE REQUEST I$: (X] aPPROVED [T} APPROVED AS MODIFIED BELOW [} oisappProvED

*. REMARKS

10, TYPED NAME AND GRADE OF UNIT COMMAMNDER

TEGMAS W. LINGEE, Captain

1. SIGNATURE OF UNIT COMMANDER

%ﬁrzﬂd//{ . glgwfu-

DA 720, 2142

U. 5. GOVERNMENT PRINTING OFFICE: 1958 O-—475128

Figure 11-3-2.4.
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AR 600-17

REQUEST FOR PAY ACTION 1. DATE
(AR 37=104) 1 mc 61
3 To: G}, 9oth Inf Div 3. PROM: . )

Pt Mller, Utsh
| ATTH: AG-PSD

Co B, 1st Ba, 19th Inf

ACTION REQUESTED
PAY LESS THAN AMOURT DUE

A | I DESIRE TO DRAW § ON THE NEXT PAY DAY WITH THE UNDERSTANDING THAT THE BALANCE OF PAY DUE ME
AMBDUNT

WILL BE CREDITED TO MY ACCOUNT.

CHECK PAYMENT DURING ABSENCE
REQUEST CHECK PAYMENT FOR AMOUNT TO BE PAID TO ME ON PAY DAYS

DATK DATE

B BATE BE MAILED TO ME AT THE FOLLOWING ADDRESS:

STREET cITY ATATE

PARTIAL PAY - ADYANCE PAY - ADYANCE PAYMENT OF TRAVEL ALLOWANCE

REQUEST [ JFARTIAL PAY OF 8 . - ADVANCE PAY or_.:'l._ MONTHS, - [] ADVANCE PAYMENT
L3

AMOUNT
OF TRAVEL ALLOWANCE (copy of travel ordera attached). REASON FOR REQUEST:

PCS to Ft Ord, California, effective 15 Dec 6l.

c
4. TYPED NAME AND SERVYICE NUMBER OF MEMBER 2. SIGHNATURE OF MEMBER
THOMAS W, LINGEN, Capt, 01923049 W //z/ Sl
ACTION DF UNIT COMMANDER . ahru
7. T s. FROM:
THE ABOVE REQUEST Is: ] aprROVED [CJ APPROVED AS MODIFIED BELOW [] visapPROVED

P REMARKS

0. TYPED NAME AND GRAQE OF UNIT COMMANDER 11 MIGHATURE OF UHAT COMMANDER

DA . tgtﬂl. 2142 . 5. GOVERNMENT FRINTING OFFICE: 1950 O-- 4 /510

Figure 11-3-2.5.
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Procedure 11-3-3

SEPARATE RATIONS

1. References.

a. AR 37-104.

b. AR 210-10.

2. Form. DA Form 1049 (Personnel Action).

3. General. Enlisted personnel may be granted
permission to mess separately from their assigned
organizations according to policies published by the
major commander. The approving authority for
such requests may be delegated to unit commanders
by installation commanders. Normally soldiers
actually residing with their dependents on or in the
vicinity of the installation, and soldiers in pay grades
E-7, E-8, and E~9, are authorized separate rations
upon their request. The effective date of separate
rations is normally the date of assignment to
Government quarters or the date the authorized
off post residence was established. Applications
must be submitted immediately upon entitlement
and processed without delay. The unit will
maintain a record which will identify those soldiers
authorized to mess separately, effective date, and
quarters address (Personnel Data Cards will con-
tain this information). Scldiers on separate
rations will not be issued DD Form 714 (Meal
Card) and must pay in cash for rations furnished
by the Government.

4. Procedure. a. Reguest for permission lo mess
separately.

(1) Determine eligibility under local policy.
Any question relating to eligibility may be

11-144

resolved by phoning the battalion person-
nel staff NCO,

(2) Prepare request in original and 1 copy for

signature of the soldier (fig. 11-3-3.1).

(3) Remove 1 copy of the approved request

for file and forward the original to the
approving authority with a request for
orders,

{4) Post the Personnel Data Card and add

individual’s name to the Separate Rations
Roster, if applicable,

(5) Withdraw DD Form 714 (Meal Card) in

accordance with unit procedures.

b. Termination of permission lo ration separalely.
(1) Permission to ration separately may be

terminated at any time by the approving
authority.

{2) When the soldier no longer resides with

his dependents, or dependency ceases to
exist, the approving authority must be
notified and permission to mess separately
withdrawn (fig. 11~3-3.2),

(3) When separate rations are terminated,

post the Personnel Data Card by—

{a) Erasing the date under “‘Sep Rats.”
{b) Correcting quarters address to show
current billets assigned.

{4) Issue DD Form 714 (Meal Card) in ac-

cordance with unit procedures.
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AR 600-17

PERSONNEL ACTION DATE
(AR 340-15) ) December 1961

FILE REFERENCE TUBJECT
Underwood, BEalph T.
RA 19 300 831 #Request to Mess Separately

o FROM: Sgt Ralph T, Underwood, RA 1 8

g0, Co B, st Bn, 19th Inf Co B, 15t B, 19t Tar
Fort Miller, Uah Ft Miller, Utah

NR FROCESSING ACTIONS

1 1. UP AR 210-10 request that I be grented permission to retion separately
fram my crganization effective 1 Dec 61. The Pollowing statements are made in
connection with this request:

&, My wife, Brenda G. Underwood, resides at 231 Northern S5t., Hilliwood,
Utah. :

b. BSuitable guarters are available for me at this address. I understand
that 1f I granted permission to reside off post and to retion separately from
Lu organization that this permissicn may be withdrawn et eny tinme.

2, I will report my intention to ceage residence at the above address or any

change in dependency status of the named dependent. I understand that approval of
thie request will require cash payment of any meals finnished by the govermment.

A e

T+ -UNDERWOOD
RA 19 300 831
Sgt, Co B, 1lst Bn, 19th Inf
2 P0: CQ, 99th Inf Div FROM: €O, Co B, lst Ba, 19th Inf 1 Dec 61
ATTH: AG-PSD ‘
l. Approved.

2., Action will be initiated by this company to terminate separate rations 1f
it is found that dependents are not residing as stated.

3. Request appropriate orders be published.

‘-7;6»444,4 A é/l e

THMAS H.

Capt, Inf
Commanding

#NOIE,-- This form is suitable for reproduction as form letter.

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

FORM '
DA Laoct 3 49 RCPLACES EDITION OF 1 OCT %53, WHICH I5 ODSOLETE LR L e 30T

Figure 11-3-3.1.
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PERSONNEL ACTION °Y% December 1961/
(AR 340-15) “
FYLE AREFERENCE UBJECT
Uniderwood, Ralph T.
|_RA 19 300 831 Termination of Separate Rations
™ cg, 99th Inf Div P 00, Co B, lst Bn, 19th Inf
Ft Miller, Utsh Pt Miller, Utsh
ATTH: AG-PSD
R PROCESSIMG ACTIONS
1 1. Permission of Sgt Ralph T, Underwood, RA 19 300 831, to mess separately
be withdrawn effective 15 Dec 61.
2.

Dependente have moved from this vieinity.

/, /87 '/////",')ézy(_jfi_

THOMAS W. LINGEN

Capt, Int
USE PLAIN PAPER POR CONTINUATION OF COMMENTS
DA 1 f,ocm.r s 1 04 9 REPLACES EDITION OF 1 OCT 83, WwHICH IS OBSOLETE

11-146
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Figure 11-83-3.2.
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Procedure 11-3—4
SOLDIER’S DEPOSITS

1. Reference. AR 37-104.

2. Forms.

a. DA Form 2081 {Temporary Receipt for Cash
Payment for Soldier’s Deposit).

b. DA Form 2082 (Request for Repayment of
Soldier’s Deposit).

¢. DA Form 2142 (Request for Pay Action).

d. DD Form 95 (Memo Routing Slip).

3. General. Soldier’s deposits may be made in
cash or by payroll deduction, Cash deposits
normally are made to the commanding officer on
payday. A temporary receipt is furnished the
goldier and the collecting officer turns in copies of
the receipt and the cash for a consolidated receipt
from the personnel officer. This turnover of cash
must be accomplished within one working day after
receipt of the money from the depositor (ch. 22, AR
37-104). Soldiers must be informed of the import-
ance of safeguarding their deposit tickets and of
reporting immediately the loss or destruction of the
tickets. )

4. Procedure. a. Cash deposits.

(1) Interview the soldier and assist him in
completing DA Form 2081 (fig. 11-3-4.1).

(2) Check block 6 of DA Form 2081 only if
soldier has not deposited money in his cur-
rent enlistment. i

{3) Give completed receipt to the scldier to
present to the unit commander with the
cash to be deposited.

b. Commencing payroll deduction for soldier’s
deposils. '

(1) Interview soldier and obtain the following
information:
(a) Amount to be deducted.
() Whether deduction is to be one-time or
monthly.
(¢} Effective month of first deduction.
(d) Whether or not it is the initial soldier’s
deposit. on this enlistment.
(2) Complete DA Form 2142 in original and 1
copy (fig. 11-3-4.2).
(3) The unit commander must consider the
facts in paragraph 22-64, AR 37-104, and
approve or disapprove soldier's request.

(4) Submit the original of an approved request

to the PSD and give the duplicate copy to
the soldier. Soldier should be reminded to
check his next monthly pay voucher for
the deduction.

AGO B383A

(5) A disapproved request will be returned to
the soldier by the unit commander.

¢. Discontinuance or change of payroll deduction
for soldier’s deposils.

(1) Prepare DA Form 2142, as requested by
the soldier, in original and 1 copy (fig.
11-3-4.3).

(2} Submit request to the unit commander for
action.

(a) The unit commander may approve or
disapprove an increase in the amount of
the deduction.

(b} Tf soldier requests less than 85 deducted
monthly, the payroll deduction should
be discontinued.

(3) Submit original of the completed request
to the PSD and give duplicate to the
soldier.

d. Withdrawal of soldier's deposits. Withdrawals
may be requested by the soldier not earlier than 60
days prior to separation (between 75 and 60 days
prior to separation if in an oversea area), upon com-
pletion of 3 years on an enlistment of over 3 years,
or if an account of $20 or less has been inactive for
over a year.

(1) Prepare DA Form 2082 based on informa-
tion provided by the soldier (fig. 11-
3-4.4).

(2) Complete items 1 through 7, DA Form
2082.

_{b) Complete item 8, DA Form 2082, only
if redeposit is requested.

(¢) Attach soldier's copies of his deposit
tickets and, if applicable, his soldier’s
deposit book.

(d) Soldier must sign the request in item 9.

(2) Prepare a Memo Routing Slip addressed
to the PSD (fig. 11-3-4.5).

(3) Attach completed DA Form 2082 to
Memo Routing Slip and dispatch to the
PSD.

¢. Emergency withdrawal. This procedure is
rarely used since withdrawal from Soldier’s De-
posits normally cannot be effected until 60 days
prior to separation. When the health or welfare of
the soldier or his dependents may be jeopardized if
funds are not authorized to be withdrawn, the
goldier may submit a request in accordance with
paragraph 22-83, AR 37-104 (fig. 11-3-4.6). The
unit commander s specifically required to investi-
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AR 600-17

gate the circumstances of withdrawal, verify docu-  letter application through the unit commander for a.
mentation, and approve or disapprove the request.  statement of his account. The letter will state what

J. Lost, mutilated, or destroyed soldier’s deposit  happened to the tickets and the circumstances in-
lickels. When soldier’s deposit tickets are lost, volved (fig. 11-3-4.7). The unit will forward the
mutilated, or destroyed, the soldier should make letter to the PSD.
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AR 600-17

+ Rotain this wentll it Is

g 1. SERYICE NUMBER
3 TEMPORARY RECEIPT OF CASH PAYMENT FOR SOLDIER'S DEPOSITS
; (AR 37-104) " RA 19 m 831
§ RECEIVED OF4
= 2. LAST MAME - FIRST MAME - MIDDLE INITIAL OF DEPOSITOR (Prind or type) 3. DATE
g Undarwood, Ralph T, 30 November 1961
4. ORGANIZATION (Name axd Joosfion) 5. BRANCH OF | 8.
. il L
0o B, lst Bn, 19th Inf, Pt Miller, Utah Int MENT
THE SUM OF:
7. AMOUNT OF DEPONY (o worda) 8. AMOUNT (In figares)
-
9. TYPED KANK AND TITLE OF OPFICER RECKIVING DIPOSIT 10. SIGNATURK
THOUS W, LINEN, Cept, Inf Class A Ageut %m,_/
&

Figure 11-3-4.1.
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L. DATR

REQUEST FOR PAY ACTION
o (AR 37-104) 1 Dec 61

:.FROM:mm!. l.‘lnlarmd, RA 19 330331
: - mnimmimm

ACTION REQUESTED -
PAY LESS THAN AMOUNY DUE

2. TO: offioer -
Co B, 1st Bn, 19th Inf

*

A |VDESIRETODAAWS . _ON THE NEXT PAY DAY WITH THE UNCERSTANDING THAT THE DALANCE OF PAY DUE ME
AMOUNT

wiLL BE CREDITED TQO MY ACCOUNT.

CHECK PAYMENT DURING ABSENCE

REQUEST CHECK PAYMENT FOR AMOUNT TQ OE PAID TO ME ON PAY DAYS

DATE CATE

B BiYE BE MAJLED TO ME AT THE FOLLOWING ADDRESS:

ATRERT CITY ATATRE

PARTIAL PAY - ADVANCE PAY - ADVYANCE PAYMENT OF TRAVEL ALLOWANCE

REQUEST [ | PARTIAL PAY OF e " [C] aovance pay oF o MONTHS, - [CJ ADVANCE PAYMENT
n

OF TRAVEL ALLOWANCE {copy of travel ordere atiached). REASON FOR REQUEAT:

1. Request £10 be deducted from my pay each month for credit to my Soldier's

mtumwmlﬁl.
2, This 1s xy initial deposit during this enlistment.

4. TYPED NAME AND SERVICE NUMBER OF MEwWmEER 8, SIGNATURE OF MBER

RALFH T, UNDERWOOD, BA 19 300 831 M?

Fd
ACTIONM OF UNILT COMMANDER

7. YO m m m mv 2. FROM:

Hm’m m,“a,mm,lmm

ATMH: AG-PSD Pt Miller, Uteh

THE ABOVE REQUEST IS: APPROVED [(] APPROVED AS MODIFIED BELOW [Joisapproveo

#. REMARNKS
10, TYPED NAME AND GRADE OF UNIT COMMANDER 11. SIGNATURE OF UNIT COMMAND ER

DA . tgta:. 21 42 U, 5. GovennuelT PRINTING OFFICE: 1958 O— 475128
Figure 11-3-4.2.
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REQUEST FOR PAY ACTION 1. DATE
(AR 37-104) 1 M 61
- T Commanding Officer : s. FROM: gt Ralph T, Underwood, RA 19 300 831
Co B, lst Bn, 19th Inf Co B, lst Bn, 19th Inf

ACTION REQUESTED
PAY LESS THAN AMOUNT DUE

A || DESIRE TO DRAW § ON THE NEXT PAY DAY WITH THE UNDERSTANDING THAT THE BALANCE OF PAY DUE ME
AMOUNT

WILL BE CREDITED TO MY ACCOUNT,

CHECK PAYMENT DURING ABSENCE

REQUEST CHECK PAYMENT FOR AMOCUNT TO BE PAID TO ME ON PAY DAYS
DATE OATE
8 BATE BE MAILED TO ME AT THE FOLLOWING ADDRESS:
STREET CITY STATE

PARTIAL FAY - ADYANCE PAY - ADVANCE PAYMENT OF TRAVEL ALLOWANCE

REQUEST [ |PARTIALPAYOF S . [T ] ADVANCE PAY OF MONTHS, « [ ] ADVANCE PAYMENT
AMOUNT NR

OF TRAVEL ALLQWANCE (copy of trave! ordets sttached). REASON FOR REQUEST:

Request my momthly Boldler's Deposit deduction be incressed to §15 effective
December 1961. ‘

OR, FOR DISCONTINUANCE OF DEDUCTION
Request my mouthly Soldier's Deposit be discontimued effective December 1961.

SIGNATURE OF MEMBER

RALPE T UNIERWOOD, RA 19 300 831 M%_‘/

ACTION OF UNIT COMMANDER 2 Dec 6]_
[y, YO: ﬁ’ 99th inf Div 3. FROM: U a1 Officer
Miller, Utah Co B, lst Bn, 1 Inf
ATIN; _AG-PSD ’ » 19tb
THE ABOVE REQUEST I5: ] ArrrRoveD ] APPROVED AS MODIFIED BELOW [ oisarPrOVED

*. REMARKS

10. TYPED NAME AND GRADKL OF UNIT COMMANDER 11, 2IGNATURE OF UNIT COMMAND ER
THOMAS W, LINGRN, Captain o, / |
: ? FAECr 04 « LlFlelpr
ra
DA FORM 2142 i1, 5. GOVERNMENT PRINTING OFFICE: 1958 O—47512R
1 JUuL B8

Figure 11-3-4.5.
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AR 600-17

+ U s COVIRNMENT PRINTING QFFICE ; 1943 G—4T0aty

MAIL TO: . - .
' Soldisr's Deposite Divislan REQUEST FOR REPAYMENT OF SOLDIER'S DEPOSIT
Finence Center, U, 5. Army (AR 37-104)
Indianapolis 49, Indiana
1. DEPOSITOR'S NAME (Laet, Fira!, Middle initlal) (Print or typa) 2. SERVICE NUMBER
Underwood Ralph Te RA 19 300 831
3, MAILING ADDRESS 4. ORGANIZATION (Uss authorized abbrevistions)
3201 N. Morgate St. Co B, 1lst Bn, 19th Infantry
Salt Lake City, 3 Fort Miller, Utah
Utah
B. AMOUNT ‘c LAIMED 7. MISSING DEPOSIT TICKETS (Eapiain in detail and stata sxacily what disposition was mada of the
misaing tickst(a))
4 300,00
6. NO. OF TICKETS ATTACHED Nom
6
8. AMOUNT TO BE REDEPOSITED (1T redeposll Ta requosled, & dais 2. DATE OF REENLISTMENT OR RECALL TO ACTIVE DUTY
st be shown in Block # or 12, as applicable.) (rolsrence Paragraph 21828, AR 37-104)
L4 [ PLUS ACCRUED INTEREST
15 July 1959

NOTE: A DATE 15 REQUIRED IN ONLY QNE OF BLOCKS 10, 11, OR 12, AS APPLICABLE.

10, SEPARATICN (Provide & date in this block when repayomert Is suthorized due to separation from DAYTE
aarvice {eeforance Pa ph 22-820 or ¢, AR IT-104).)

1. ANTICIPATED BEPARATION (Provide & date in this block wihen repaymant ia authorized and DATE
when separation from aervice Ia(lmtnen!. Nol mote than 63 days peior to BETS or 75 days If over-

2888 ¢ oforonce Paragraph 22-825(2), AR 37-104}.)

t2. EXPIRATION OF 3.YEAR PER|OD OF LONGER ENLISTMENT (Provide a dale in thia block when|DATE
repayment iz suthorized dua to expiration of J-year period of any enlistment greator than 3 yaara

(tefersnce Paragraph 21-82d, AR 37-104).)

13. | REQUEST REPAYMENT OF MY 3OLDIEA'S DEPO3ITS IN THE AMOUNT INDICATED IN OLOCK 8,

C]' FURTHER REQQEST THAT THE AMOUNT INDICATED (N BLCCK B BE REDEPOSITED IN A NEW ACCOUNT AND THE BALANCE
FORWARLED YO ME AT THE ARDRESS SHOWM IN DLOCK 3,

[J1RequisT REPAYMENT OF THE AMOUNT IN MY INACTIVE ACCOUNT IN ACCORDANCE WITH CHAPTER 22, PARAGRAPH 821,
AR AT 04,

IWOTE: IF COWYICTED OF DESERTION DURING CURRKENT ENLISTMENT, {15T DATES IN “RILLIUTHS BLOTY AND ATTACH A COPY
OF COURT MARTIAL OXLERS.

14 THE PROVISIONS OF 82 STATUTE o (18 U.5.C, 287) PROVIDE A FINE &F NOT MOUAE THAN $1C,000 D tIMPRISORMENT FOH
NOT MORE THAN § YEARS, OH BOTH, AS A PENALTY FOR PRESENTING A FRAUDULENT CLAIM,

18- SIGNATURE OF THE PERSONNEL OFFICER. THE FOREGOING IS CORRLCCT AND TRUE. 18. DATE

17, SIGHATURE OF DEFPOSITOR., THE FOREGOING |3 CORRECT AND TRUE AKD PAYMENT 10, DATE
THEREFOR HAS NOT BEEN RECEIVED.

18. REMARKS

FORM REPLACES €0ITION OF | MAR $4, Form Approved by Comptroller
DA 1 MAR €3 20 82 WHICH I3 OBBOLETE. General, U.S., Nov 8, 1962. 1

Figure 11-8-}.4.
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ACTION
MEMD ROUTING SUIP | " ConCunnences, or siiiiaR Actions
1 To AG ce Dlyision TRITIALS | CIRCULATE |
gzﬂ: Infentry BPlvislon T Y
!tELLa:, Utah
2 FILE
TXFORNATION
[ NOTE AND |
RETURN
“PER CON. |
VERSATION
& SEE ME
SIGHATURE |
REMARKS
EM Asgt Co B, lst Bn, 19th Inf
ETS: 18 Dec 61
FROM pATE )

Co B, 1st Bn, 19th Inf f
Uteh v

N Mller,

11/18/

PHONE

3h9T2

D D FORM 95 REPLACES PREVIOUS EDITION.

1 OCT 80

Figure 11-8-4.5.

LAGPO 1961-600239
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11-154

Underwood, Ralph 7. 1 December 1961
RA 19 300 831
SUBJECT: BEmergency Withdrawal of Soldier's Deposit

Commanding
Co B, 1lst Bn, 19th Inf
Fort Miller, Utah

1. Under the provisions of ph 22-83, AR 37-10%, request
that I be authordized to withdraw $500,00 from my soldler'’s deposit
account in order to meet a personal exergency.

2, On 20 November 1961, my mother-in-law, who is dependent
upon me for support, wasg involved in an autouobile scecident as =
passenger in a friend's vehicle. As a result of injuries received
in the accident, she has been hospitalized snd requires continuous
nmursing service, The hospital expenses will possibly be recovered
by settlement or lawsult but at the present time I must meet this
expense in an amownt of $493.00 (see inclosed statement from hospital),
I have $150.00 in my benk account but these funds are required for
current expenses snd maintensnce of my household,

3+ I have inclosed my Soldier's Deposit Book showing & current

balance of $450.00. I have alao deposited $300.00 by payroll deduc-
tion but I cannot find the deposit tickets (see attached affidavit).

2 Incl .
%1, Hospital Stmt RA 19 300 831
.2, Affidavit Sgt, Co B, lst Bn, 19th Inf

*Ko sample provided.

Figure 11-8-4.6.
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AR 600~17

Underwood, Ralph T. (BEal) lat Ind

RA 19 300 831 (1 Dec 61)

SUBJECT: Emergency Withdrawal of Soldier's Deposit

€O, Co B, lst Battalion, 19th Infantry Regiment, Ft Miller, Utah

TO: Commanding Officer, 99th Finance Disbursing Unit, Ft Miller, Utah

Tlpman A i

Approved.

2 Inel . THOMAS W.
ne Capt, Inf

Figure {1-3-4.6—Continued.
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11-1566

AFFIDAVIT

T have had a payroll deduction of $50.00 per month for Soldler's
Deposits since June 1661. T have been given the validated copies of
the Deposit Tickets each paydsy but I have thrown them sway since I
dld not realize it was necessary for me to present the tickets for
withdrawal of my deposits. I have never been repaid for these deposits.

ot

RA 19 300 831
8gt, Co B, lst Bn, 19th Inf

Before me, the undersigned, authorized by law to administer
oaths in cases of this character, personaily appeared the above-named
individual this lst day of December, 1961, st Ft Miller, Utah, and
signed the foregoing statement under cath that he is a person subject
to the Uniform Code of Military Justice, and that he has perscmal
knowledge of the matters set forth therein, and that the same are
true in fact, to the best of his knowledge and belief,

mmw.
Capt, Co B, 1lst Bn, 19th Inf
Summary Court

Incl 2

Figure 11-3-4.7.
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Procedure 11-3-5
INDEBTEDNESS TO THE GOVERNMENT

1. Reference. AR 37-104.

2. Form. DA Form 1049 (Personnel Action}.

3. General. 2. The most common types of
indebtedness to the Government are—

(1) Erroneous payments. These consist of
overpayments of basic pay, allowances,
reenlistment bonus, unused leave, non-
deduction of allotments, etc.

{2) Administratively determined indebted-
nesg. This consists of liability for lost or
damaged property &s determined by State-
ments of Charges, Reports of Survey, etc.

(3) Courts-martial forfeitures.

(4) Delinquent income tax levies.

b. Normally, basic allowances for subsistence and
quarters will not be used to satisfy indebtedness
except when separstion is imminent and the debt
would not be satisfied before separation. Separa-
tion travel allowances and soldier’s deposits norm-
ally cannot be applied to a debt without the consent
of the individual. However, all types of pay may
be applied against a delinquent income tax levy.

4. Procedure. a. The following rules are used in
determining the amount of an individual’s pay to
be applied against a debt.

(1) Erroneous paymenis. The finance officer
collects two-thirds of the individual’s pay.
This is computed after deducting court-
martial forfeitures, FICA tax, income tax,
and the individual’s contribution to Class
Q allotment.

(2) Administratively delermined tndebledness.
Individual must receive one-third of his
pay. Voluntary allotments (E, D, N, B,
and B-1) and soldier’s deposit deductions
are considered as part of the one-third.
If the amount due is less than $10, the
finance officer may pay him $10.

(3) Court-martial forfeitures. These may not
exceed two-thirds of the individual’s pay
in one month. If two or more forfeitures
run concurrently only up to two-thirds
may be collected.

(4) Delinguent tncome lax levies. These levies
are deducted from the take-home pay of
the individual. If the take-home pay is
less than the levy, all pay is deducted.
Levies are effective for only one month,
the unpaid amount is canceled and a new

AGO 83834

levy is required to collect the remaining
tax.

b. In determining the amount of an individual’s
pay subject to deduction, basic, special, incentive,
and proficiency pays are considered. Allowances
such as, quarters, subsistence, and clothing, are not
included.

e. The P8I or the servicing finance officer will
notify the individual of his indebtedness through
his commander. If deductions for indebtedness in
a(1) and (2) above would result in a hardship to
him or to his dependents, the individual may re-
quest reduced collections or remission of the debt.
If he feels the debt is unjust he may submit irforma-
tion in rebuttal. Rebuttals or requests for install-
ment collection must be made within 10 days of
receipt of the notification. Installment payment of
delinquent income taxes can be approved enly by
the Internal Revenue Service.

(1) Erroneous payments. Repayment by re-
duced monthly installments may be
approved if a lump sum two-third dedue-
tion would result in a hardship to the in-
dividual or his dependents. The number
and amount of the installments should be
fair both to the individual and to the
Government, and must insure full collec-
tion prior to normal ETS. The company
commander may approve requests for in-
stallment repayment of indehtedness un-
der $100. Those over £100 must go
through channels to the brigade or equiva-
lent commanders.

(2) Administratively defermined indebiedness.
Request for installment collections must
go to the next higher headquarters for
approval. If applicable, all voluntary
allotments, except for insurance, should
be reduced or discontinued.

(3) Delinguent income tarx levies. Requests for
installment payment of delinquent income
taxes must be made by the individual
direct to the Internal Revenue Service.
Written approval must be presented to
the PSD.

(4) Requests made under (1) and (2) above
should be made on DA Form 1049, setting
forth the individual's financial position
and the maximum payment he can afford.

11-157


SimS
Pencil

SimS
Pencil


AR 600-17

(5)

11-158

The commanding officer will then approve
or forward the request together with such
additional information as he desires.
Written protest. If an individual believes
the indebtedness is incorrect, he may make
a protest in writing, through channels, to
the Commanding General, Finanee Cen-
ter, U. 8. Army, giving 2ll available in-
formation. Collection of the debt may be
suspended until final action is taken on the
request. However, if the individual’s ETS
is near, coliection will be made and the in-
dividual will be advised to submit a claim
to Settlement Operations, Finance Center,
U. 8. Army.

d. Court-martial forfeitures are paid as directed
by the court-martial and may not be collected in
reduced amounts.

e. Except for court-martial forfeitures, indebted-
ness to the Government is not canceled by separa-
tion from the service. Deductions may be made
from retired pay, reserve training pay, or may be
collected if the individual reenters active service.

f. Request for remission or cancellation of in-
debtedness may be made by the individual or his
commander. The request is forwarded to The
Adjutant General for approval, giving the informa-
tion required by paragraph 13-15, AR 37-104.
However, collection of the indebtedness will con-
tinue until a final determination is made.

AGO 8383A


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


AR 600-17

Section V. RECORDS
Procedure 11-4-1
ENLISTED CONDUCT AND EFFICIENCY RATINGS

References.
AT 623-201.
AR 635-200.
AR 672-5-1.

2. Form. DA Form 137 (Installation Clearance
Record)..

3. General. Conduct and efficiency ratings pro-
vide information to be used in connection with
other data as a guide in taking certain personnel
actions such as assignment, promotion, award of
the Good Conduct Medal, and in determining the
type of discharge to be rendered. KEach rating
covers a specific period and should not be influenced
by prior reports covering other periods. The
occasions requiring ratings are outlined in AR
623-201.

4. Procedure. a. Preparatory to reassignment
of an individual; or upon attachment to another
organization for 30 days or more when the Person-
nel Records Jacket (DA Form 201} accompanies the
individual, the Installation Clearance Record will
be modified to include “CONDUCT_.________
EFFICIENCY . __ .. _____. " (fig. 11-4-1.1). The
unit commander will enter the conduct rating and
the first immediate officer or warrant officer superior
will enter the efficiency rating.

b. In cases where a large number of conduct rat-
ings are required to be made by the unit commander
upon his reassignment from the unit, the unit clerk

SO el
e .

AGO 83834

may modify & company roster by heading a column
“CONDUCT.” The commander can then enter his
conduct rating opposite and in line with the name of
the individual being rated. This roster should then
be sent to the PSD records team leader so that en-
tries may be made in the service records. The unit
clerk will insure that both the conduct and effi-
ciency ratings are obtained from the unit com-
mander for personnel over whom the commander
is also the supervisor. The first sergeant and unit
clerk are examples of personnel for whom the com-
mander would be the rater for both conduct and
efficiency.

¢. A conduct rating less than “Good,” or an effi-
ciency rating less than “Fair,” will disqualify a
soldier for an honorable discharge. If a disqualify-
ing rating has been given and there is no record of
disciplinary action against the soldier, an explana-
tion must accompany the rating.

d. An “Unknown” rating may be given only
when the rated period is less than 30 days, and for
pertods of confinement or hospitalization.

e. Enlisted personnel are not permitted to rate
other enlisted personnel.

J. Whenever supervisory changes occur as the
result of a change of duty MOS or supervisor, the
Personnel Information Roster may be used to indi-
cate ratings, Place the efficiency rating in the
“REMARKS" column.
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INSTALLATION CLEARANCE RECORD

(AR 210-10)

INSTALLATION

Fort Miller, Utah

Prepare in duplicate (original to be rotained In tranafer activity Hle; duplicate to individuat)

UNIERWOOD, RALPE T.

LAST NAME - FIRST NAME - MIDDLE {NHITIAL

ISERVICE NUMBER

RA 19 300 831

GRADK

FFC B-3

QRGANIZATION

Co B, 1st Ba, 19th Inf

TO DEPART (Time and date)

1200 hrs, 5 Dec 1961

AUTHORITY FOR DEPARTURE

atd 1 Dec 1961 Ft

Para 10, 50 299, HQ, 99th Inf Div
Miller, Utah

[NEW DUTY STATION

How Bn, 24 Arty, 8th Inf Div
APO 34, New York, E. Y.

{l Hy, olficers,

CHECKLIST

olficers, and snlisted pesrsonne! in grades E-8 and E-9 are nol required to secure nitials ol clearing facitity, their
slgnature being official indication that all obtigations ate settled, Other enlisted parsonne! wili noemaily have facility concemed initial appli
cable itema. Appropriate sdminjstrative office wiil check itema not applicabia.}

FACILITY

INITIAL

FACILITY

INITIAL

FACILITY

INITIAL

1. CRONANCE OFFICER

12. PROYOST MARSHAL (Car taga)

FINANCIAL DATA RECORDS
FOLDER (Personnei Qflicer)

2. ENGtNEER PROPERTY OFFICER

19, ENLISTED OR OF FICER MESS

24.

POST MOTOR POOL

¥. ARMY EOUCATION CENTER

T4, GUARTERS ASSIGNMENT

. of Change ot Address)

POATAL OFFICER (Notice

4. UNIT AND REGIMENTAL SUPPLY

18. sPECIAL SERVICHS OFFICER

OFFICERS REGISTER

" (Sign Qut)

$..POST GUARTERMASTER

FPERSONAL AFFAIRS OF FICER

' (AB.R)

27

SPECIAL ORDERS FOR

TCHANGE OF JTATION

. QUARTERMASTAR LAUNDRY

17, CHAPLAIN

DEPENDENTS ICHOOL

' DFFICER

7. COMMERCG AL LAUNDRY

9. RED CROSS

DENTAL CLINIC
DO FORM T12-1

0. DRY CLEANERS

19. COURTA AMD poArDsd

30.

FINANCE & ACCOUNTING OFF

(Telephone & Telegraph)

9. SIGNAL OFFICER

20, CLASSIFIED DOCUMENTS

1¢.L1IBRARY

1), EFFICIENCY REPORTS

lt.HOSPITAL

22 FIELD MILITARY 201 FILE
" AND ALLIED RECORDS

11-160

| HAVE TURNEQ IN CR PROPERLY TRANSFERRED ALL CLASSIFIED DOCUMENTS EXCEPT THOSE WHICH PERTAIN TO MY OFFICIAL
DUTIES AND FOR WHICH |, AS AN INDIVIDUAL, HAVE BEEN DESIGNATED THE AUTHORIZED CUSTODIAN] ! HAVE DISCHARGED ALL
PERSOMAL DEBYS ADMITTEDLY DUE AND PAYABLE AT THIS TIME IN THIS AREA OR HAVE MADE SATISFACTORY ARRANGEMENTS
WITH THE PERSONS OR ORGANIZATIONS CONCERNED FOR THE PAYMENT OF SAME: AKD ) HAVE FURTHER NOTIFIED OF MY NERY
STATION QR POST OFFICE ADDRESS, ALL OTHER PERSONS WHO ARE KNOWN TO DE PRESENTLY ASSERTING CLAIMS OR DEMANDS
AGAINST ME OR WHO HOLD INSTRUMENTS OF INDEBTEDNESS MADE OR INDORSED BY ME. | UNDERSTAND THAT THIS CLEARANCE
DOES NOY RELIEVE ME OF ANY PECUNIARY CHARGE FOR GOVERNMENT PROPERTY WHICH HAS BEEN OR MAY BE RAISED CN A
REPORT QF SURVEY OR REPORT OF BOARD OF OFFICERS IN LIEU OF REFORT OF SURVEY,

REMARKS

DATE SIGNATURE

5 Dec 61

ADEQUATE QUARTERS wWERE FURNISHED SIGNATURE OF COMMANDING OFFICER OR DEBIGNATED REFPRESENTATIVE

X ves Cliwe :7}?’1,_’1 s e o /'ﬁ‘é;/fr./' i
DATES TYPED NAMLE. GRADH, ARM AND TITLE =4
FROM To
1 Jan 58 5 Dec 61 THMAS W. LINGEN, Capt, Inf, Commanding

I For pending reporie of survey or diaciplinary mattersnot seterred to Company Commanders, onily.

US COVENMMENT PRINTING OFFICE (8381 O 333148

PREVIOUS EDITIONS ARE QBSOLETE.

DA 24137

I May 80

Figure 11-4-1.1.
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Procedure 11-4-3
PERSONNEL DATA CARD

1. Reference. AR 335-60.

2, Forms,

a. DA Form 2475 (Personnel Data Card),

b. Suggested letter (Subject: Personnel Records
Information).

3. General. a. The Personnel Data Card (PDC)
contains the basic and supplemental data required
for individual morning report entries and additional
information extracted from the personnel records
(fig. 11-4-3.1).

b. The PDC serves as & morning report control
card, a temporary record of certain pending person-
nel actions, and is the most readily available source
of record information concerning individuals as-
signed to the unit. The use of the PDC as a morn-
ing report control card is described in Procedure
11-5-1. References to maintenance of the card
and to recording information on the card are also
contzined in procedures for specific jorsonnel
actions.

¢. The preparation of the PDC is a specific
responsibility of the company or comparable unit.
The card is prepared from information contained
on the DA Form 20 and the DA Form 1315, and
from certain data extracted from the personnel
records by the PSD (fig. 11-4-3.2), This informa-
tion is furnished to the unit at the time individual
is assigned.

4. Procedure. a. Transcribe all necessary in-
formation from the letter of transmittal, the DA
Form 1315, and the reproduced copy of the DA
Form 20 or DA Form 66 to the Personnel Data
Card (fig. 11-4-3.1).

{1} Send the DA Form 1315 (Reenlistment
Data Card) to the unit or battalion reen-
listment NCO, whichever is required by
local poliey.

{2) TItems of figure 11-4-3.1 are keyed numer-
ically to figure 11-4-3.3 indicating the
appropriate source of data required to
complete each item.

(3) Complete in pencil
change.

items subject to

! AGO 8383A

(4) Destroy letter of transmittal and any re-
produced copies of DA Forms 66 (Officer
Qualification Record) received.

b. The copy of DA Form 20 may be referred to
the unit training NCO to complete any required in-
dividual training records—

(1) The document is a personnel record and
must be hand-carried or transmitted in a
sealed envelope.

(2) Destroy the copy of DA Form 20 upon
completion of training records.

(3) A unit file containing copies of DA Form
20 is not authorized and is not required.
The unit cannot maintain the form in a
current status and use of an unposted
qualification card is prejudicial to the
soldier concerned.

2. When a soldier is reassigned to a unit within
the division—

(1) Remove the PDC from the file and pre-
pare a duplicate card without morning re-
port entries,

(2) Transeribe all red pencil entrieg, which in-
dicate pending personnel actions, to the
reverse of the card.

(3} Transmit the duplicate card in a sealed
€hvelope to the new organization of assign-
ment.

{1) Where five or more individuals are reas-
signed from one unit to another on the
same EDCSA, furnish copies of the DA
Form 20 to the gaining organization in
lieu of the PDC,

d. The PSD will furnish a roster containing the
correct leave halance for each individual assigned
to the unit as of the end of each ealendar quarter.

{1) Remove the PDC from the file and enter
the new leave balance and “as of”’ date.

(2} The roster may be destroyed or used for

" other purposes after the new leave bal-
ances have been posted.

e. The PDC will be disposed of as provided in
AR 345215 for morning report locator cards.
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[L.AlT NAME - FIRST NAME - MIDOLE NAME BERVICE NUMBER  JGAADE |PRC LANG [PMOS $MOS DMOS

Fii CODH cou:(-l) SERVICE TEAMIS Ry (2 'nnos nA(cas) (h Ty -rgs) .u.n(:si)— saST) ns.ac?a:lma
(9)( )(m) YT ) | (a3) () | sy | ae)  [TEn (8 |9)
(21) (22) | (23) (2v) (25) |(26)

(21)

(28)

SEP RAY ADDRESS, PHONE NQ, AND ADDRESS OF
DEPENDENTS RESIDING WITH 30LDIER

REL PREF

(29)

ocon

(30)

(31)

ACCRUED LY
AS OF

(Y

CIVILIAN EDUCATION

(33)

{34)

LATEST.CONDUCT AND
EFFICIENCY RATING
CONDUCT

EFFICIENCY

ASLUCNMENT LIMITATIGN

(35

APTITUDE AREA

HMILITARY SCHOOLS

COMPL,

LATEST PCS

(36)

NON- DEFLOY ABLE

co A M
con cL (w)
w | o AR
om =< {37) (38)
N AE
(ko) (k)
POR REQUIREMENT COMPLETED
ARMS QUAL WEAPONS DATE COURSE DATHE covR3IE DATE

(42)

FORM

DA™
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2475

EPO : 1M1 O—8I4R4t

Figure 11-4-3.1.

PERSONNEL DATA CARD
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AR 600-17

HEADGUARTERS
9oTE INFANTRY DIVISICH
FORT MILLER, UTAH

6 May 1961
SUBJECT: Notification of Assigmmenta

TO: Comanding Officer
Company B, lhth Infantry
99th Infsntry Division
Fort Miller, Utah

1. Individual(s) listed below (have) (has) been assigned to
your orgenization this date. Assignment(s) (were) (was) made based
on existing vacancies, assigmment priorlity information received and
expected losses. It is reccemended thst the individual(s) be
assigned to a duty position requiring the duty MOS8 indicated.

GR, HAME, SN MOS ABG TO IMOS
8P4 Herbert 1. Mays 111.10° 111,10
US 55 431 993
8P4 Joe R. Rogers 112.10 111.10
RA 19 330 012
Bgt E-5 Robert L. Mathews 111.60 11.60
RA 16 295 LB2

2. An informstion sheet and a copy of each individual'’s quali-
fication record is attached hereto.

3. Confirmation of actual assignments made will be furnished
this headguarters not later than 1l May lé .

FOR THE COMMANTIER:

A

2 Incl JOHN W. SMITH
*ag Capt, AGC
Asst AQ

*Sample information sheet for SPh Mays only.
Ro samples of qualification records provided.

Figure 11-4-3.8.

11-165


SimS
Pencil

SimS
Pencil


AR 600-17

11-166

(. “ay 61) 1st Ind
SUBJECT: Notification of Asslgmeents

Comranding Officer, Co B, lith Inf, 99th Inf Div, Ft Miller, Utah
70: Comwanding General, 99th Inf Div, ¥t Miller, Utah, 10 May 61

In compliance with paragraph 3, basic commmication, the

following informaiion is furaished:

*Apgpignments were made as recammended.
*Agsignments were made as reccemended except:

%mﬂ//f/%ﬁ%/

2 Incl THCOMAS W. LINGEN
ne Capt, Inf
Cammanding

*#Delete sentence not applicable,

Figure 11-4-8.2—Continued.
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PERSONNEL RECORDS INFORMATION SHEET

The following information, pertaining to 8P4 Herbert L. Mays,
UB 55 431 193, has been extracted from his personnel records and is

furnished as & matter of interest:
#a, Conduct and efficiency ratings were all Excellent/

Excellent *emeepy (¥delete if not applicable).
Period to Condunct:

Efficlency:
#b, Record of Courts-Martial: (¥ES) (NO) (Delete cme)

Type:

Hq:
Article:
Sentence:
Approved

Date
#c, Letter of commendation or appreciatiom or other award
from last sesigmment: (YES) (¥0) (Delete one)
d. HNumber of days accrued leave 36 .

e, Epergency addresses: M Broad St, Beshville, Tenn ,

f. Additicnal Pay Authorized None .

#*Apply to Enlisted Personnsl only.

Inel 1

Pigure 11-4-3.2—Continued.
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SOURCES OF DATA TO COMPLETE FERSONNEL
ELOCK TTTIES OF THE PEROOMMNEL DATA CARD

DATA CARD

Obtained from the items
indicated on the:

DA Form 20

DA Form 65

1) EaE

{2} SERVICE NOMPER

{3) omATE

{4) PROFICIENCY BATIRG

(6) PRIMATY W08

(8) 1UTY WMo

{9} FORKIGN SERVICE AVAILARILIYY CODE (F8A)

{10} codroRENT

{11} SERVICE AQRERMERT

(12} TERCINATES (SERVICE AGREFMENT)

(13)

(14) DATE RETURHED FROM OVERSEAS (DROE)

!12! RACE

{16) OVERSEA AREA AND TRAVEL STATUS (OASTS)

(17} ALTEN ITESMTPTOATTON

(18) BECURTTY CLEARANCE

(19) FRGER OF DEFENTENTS

{20) TR LINE AND PARAGRAPH EUMEER

21) DUTY ASSIGRMEST

Em&’r&wgsg‘sggmpﬂmmmwwp

ko
]
-

{22} FLIGTBIR POR ADGTTIONAL PAY

e

(23) PROFILE AND DATE

=3

Figure 11-4-5.3.
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755-008 O-65—1T7 (7240A)

BLOCK TITLES OF THE PERSOHEEL DATA CARD

Obtainad from the {temn
indieated on the:

DA Form 20 | DA Porm 56

(2h) DATE ELTGINLE T0 RETURN T0 OOAGS 3h 33
!22! RON-CONUS AREA RECIDENCE 1 33
{26) BASTIC PAY EWTRY DATE (EFED) k' 33
{27) MARITAL STATUS 7 26
(28) SEPARATE RATICNS ADDRESS, PHONE RUMERR

AND NUMEER CF [EPENIENTS RESTIING WITH

SQLOTER Note © Fote €
{29) FELIGIOUS PREPERENCE (REL, PREF) Note C T
{3} DATR oF WIWTR (DOB) ameu 4
{31) IATE OF RAMK (DXR) 1tem 2 12
{32} ACCRUED LEAVE Noto B fote B
(33) CIVILIAN ETUCATICN 17 16
{34) LATEST CONMINCT APD EFFICEENCY RATING Mote B Hote B
(35) ASSIGRWGNT LIMITATIGNS 15 w0
{36) 1ATES? PeS k3 B/A
{3[) AFTTIUIR ARRAS 23 WA
{38) MELTTARY SCHOOLS 26 16

RON-DEPLOYARLE Fote D Note D
{50) TERM AND TATE (F CURRENT ENCLIOTMENT 10 [
41) BIANX (FOR USE BY THE LOCAL COMMANDER)
fs2) ¥R RRUINEMENTS CONPLETED 278 28 3

BOIE A. Will be determined upor assign-
ment; of soldler.
B. Purnished by the PAD,
C. Determine by interview.
D.  Will he determined bty the wnit,

Figure 1i-4-3.89~—Continued.

AR 600-17
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Section VI. GENERAL ADMINISTRATION
Procedure 11-5-1
MORNING REPORT CONTROL AND PREPARATION

1. Reference. AR 335-60.

2. Forms.

a. DA Form 1 (Morning Report),

b. DA Form 2475 (Personnel Data Card).

3. General. The morning report is the basic
record reflecting the official daily status of the re-
porting organization and each person assigned or
attached thereto. It is a source of data for entries
in the individual personnel records of the persons

reported thereon and for official strength and other,

statistical records, and it is used as legal evidence in
military courts-martial proceedings. The morning
report (copy number 1)-becomes a permanent record
of the Adjutant General's Office to provide an
authenticated, continuous administrative and his-
torical’ record of the strength and status of each
organization and individual of the Army. The
morning report is considered one of the most
important. basic documents prepared within the
Army and the utmost care should be taken to insure
prompt and accurate recording of all required
entries. The purpose of this procedure is to indicate
the typical controls necessary to insure preparation
of accurate morning reports and those elements of
supplemental data which are required to be re-
ported in addition to the supplemental data re-
quired by AR 335-60 (par. 4f). Detailed instruc-
tions for preparation of the morning report are con-
tained in AR 335-60.

4. Procedure. ¢. To properly maintain a morning
report requires careful attention to the maintenance
of a suspense file (fig. 11-5-1.1}. The file consists
of 31 manila folders numbered 1 through 31. Each
folder represents one day of the month, regardless
of whether a month has 30.or 31 days. The file
should be located in the desk of the person preparing
the morning report so that he has immediate access
to it at all times, Only the commanding officer,
first sergeant and company clerk should be allowed
access to the suspense file. The file will contain
documents to be used in preparation of remarks for
the morning report, e.g., Special Order, DA Form
31 (Request and Authority for Absence), ete. Do
not keep appointments, 3-day passes, or other
documents not requiring a morning report remark,
in the suspense file. A separate unit suspense file
will be maintained for those and similar documents.

b. A Personnel Data Card File must be main-

11-170

tained within the unit both as a source of personsal
data on each assigned or attached soldier and as a
control card for preparation of the morning report
(fig. 11-5-1.2). The card is a standard 5 x 8 card
overprinted on one side with spaces for personal
data and blank on the reverse for the recording of
morning report remarks. Prepare file dividers for
separating the cards according to grade and duty
status. The enlisted men’s cards may be filed
either by pay grade or by NCO/specialist status..
These cards will be used each day in the preparation
of the morning report. An example of the sequence
of actions to prepare the morning report of 16 July
61 follows:

(1) Remove and examine the documents in
the suspense file for 16 Jul 61.

(2) Arrange the documents in the same order
as the remarks will appear on the morning
report, e.g., Assigned QGains; Assigned
Losses; Miscellaneous Changes—Assigned
Personnel, etc.

(3) Remove the appropriate Personnel Datsa
Ceards from the file.

(4) Obtain ' the Official Personnel Register
(“Sign In/Out Register”) and determine
if personnel actually arrived or departed
as they were scheduled. Resclve any dis-
crepancies with the first sergeant
immediately.

(5) Type each morning report remark, with-
out basic data, on the reverse of the appro-
priate PDC, e.g.:

16 Jul 61: Dy to rel asg Co B 2nd Bn, 19th Inf
this sta para 8 SO 91 Hq Ft Miller Utah EDCSA
16 Jul 61 COA-99.

(6) Arrange the cards in the sequence the en-
tries will appear on the morning report and
work from the eards.

(7) On completion of the morning report, post
data from the back of the card to the cor-
rect blocks on the face of the card. All
entries which are subject to-change should
be made in pencil (fig. 11-4-3.1).

¢. The morning report is prepared on a three-
page set (DA Form 1).

d. After the morning report has been gigned by
the unit commander, make distribution as follows:

(1) The number 1 and 3 copies of the DA

AGO 83834
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Form 1 will be hand-carried to the bat- gigned to the unit will be edtered in paren-
talion personnel staff NCO. theses in the lower right corner of Block 8,

(2) The number 2 copy (yellow) will be re- PRESENT STATION OR LOCATION.
tained by the unit for file. (2) The secondary MOS, when reported as re-
quired by AR 335-60, will be reported as &

e. File the number 2 copy by month. The cur-
rent month should be kept on the MR clerk’s desk,
and other morning reports should be filed in accord-

Jour-digit MOS code.
(3) The paragraph and line number of the

. TOE duty position occupied by the in-
ance with AR 345-215. dividual will be entered after the standard
f. Units of the division will report the following remark on—
information in additioh to any other supplemental (@) Assigned gains.
data required by AR 335-60 and major command (b) Attached personnel.
directives: (¢) Changes of duty assignment even if the
(1) The subunit code and processing code as- duty MOS code remains unchanged.

AGO §383A 11-171
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MORNING REPORT SUSPENSE FILE

O --Indicates the folder in which the "Record of Events” card will
be placed,

% --Indicates the last dsy of the month. "Record of Events" card

may be placed in any of the four folders depending on the
number of deys in the month.

Figure 11-6-1.1,

AGO 5383A
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‘& [-9-I7 sanbry

TR DIED BRUQ TOUUOSIYI
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Procedure 11-5-2
PERSONAL AFFAIRS ENVELOPE

1. References. Appropriate command directives,

2. Forms. As required by command directives,

3. Genepal. Units which are designated as avail-
able for immediate or early deployment will be re-
quired to maintain certain personal affairs docu-
ments for each individual assignment to the unit.
These documents may consist of wills, powers of
attorney, requests for movement of dependents or
household goods, allotment forms, etc., depending
on the location and mission of the unit. The docu-
ments are completely prepared except for date and
signature of the individual and are ready to be made
effective when required. The documenis are con-
tained in an envelope designated as the Personal
Affairs Envelope and maintained by the unit to
which the individual is assigned. The documents
contained in the Personal Affairs Envelope will
enable the soldier to complete his. personal affairs
prior to movement of the unit and will minimize
the personnel processing time required in the PSD.

4. Procedure. a. Personal Affairs Envelope.

{1) The personal afiairs envelopes for all per-
sonnel of the unit will be filed in alphabeti-
cal order in the orderly room area. The
files must be given physical security equal
to that normally afforded military per-
sonnel records, i.e., access denied to all
persons except those specifically charged
with responsibilities relating tc mainte-
nance of the envelopes.

(2) A team from the PSD will periodically
visit the unit for the purpose of preparing
new documents required as a result of
changes in a soldier’s personal status.
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{3) If a soldier desires 10 make a change on a
document maintained in his Personal
Affairs Envelope—

{a} Determine from the soldier what docu-
ment he wants to change and his reason
for changing the document.

(d) Telephone the battalion personnel staff
NCO and inform him of the soldier’s
request.

{¢) The personnel staff NCO will determine
if the change requires the soldier to re-
port, to the PSD or if the change can be
accomplished during the team visit ((2)
above),

{4) When soldier is required to report to the
PSD to accomplish a new document for his
Personal Affairs Envelope, give him the
envelope to take with him.

{5 Upon completion of any changes the en-
velope will be returned to the unit for file.

b.- Personnel Data Card. To readily identify the
deployability status of personnel in the unif, the
Personne]l Data Card will be marked with colored
index tabs or plastic tape as follows:

(1) Non-deployable personnel.

{a) Place a red tab on the upper left corner
of the Personnel Data Card.

(b) Enter briefly the reason the soldier is
non-deployable in the ‘“Non-Deploy-
able" block on the face of the card.

(2) Surplus persomnel. Place a green tab on
the upper right corner of the Personnel
Data Card.

(3) Deployable personnel.
tabbed.

These wil not be
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Procedure 11-5-3
REQUEST FOR INFORMATION

1. References.

a. AR 37-104.

b. AR 37-107,

e. AR 600-18,

2. Forms. Requests for Information (see app.
7-1 for suggested format).

3. General. There will be numerous occasions on
which soldiers will want to report apparent errors in
monthly pay, or will require information from their
Financial Data Records Folders or military person-
nel records maintained at the PSD. Normally, the
required information will be obtained by written
inquiry to the PSD. Telephone requests to the
PSD for this type of information will be restricted
to emergency requests where the inforination must
be obtained the same day. Each such emergency
call to the PSD will require the approval of either
the unit first sergeant, the battalion personnel
staff NCO, or the unit commander {ch. 7).

4. Procedure, a. A supply of the ““Request for
Information’ form letters should be available at the
orderly room for use in obtaining routine informa-
tion from the PSD.

b. Upon receipt of a complaint or inquiry from &
soldier, the first sergeant or company clerk will
determine the following:

(1) If the information is available within the
unit.

{2) If not, is the information available by tele-
phone?

AGO 83834

(3) If not, can the information be obtained
through use of an inquiry form letter?

¢. When it has been determined by the first ser-
geant or company clerk that a Request for Informa-
tion should be prepared, the company clerk will—

(1) Prepare the request in 1 copy and have the
soldier and first sergeant sign it.

(2) Forward the request direct to the appro-
priate composite team in the PSD.

d. The PSD will furnish a pay team to hear com-
plaints on pay errors each payday. This team will
be located at a2 centra)] location within the battalion
area, Prior to each payday, contact the battalion
staff NCO to find out where the pay team will be
located on payday.

(1) When a soldier has a complaint about his
pay, the first sergeant or the company
clerk—

() Reviews the pink copy of the soldier’s
MPV to see if it can be determined
whether or not the complaint is justified.

()} 1f the complaint is justified or the first
sergeant or company clerk cannot deter-
mine if it is justified, sends the soldier
with his pink copy of the MPV to ihe
pay team located in the battalion area.

{2) A request for information form letter is
not required for pay complaints on
payday.
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Procedure 11-5-4
REQUEST FOR SPECIAL ORDERS

1. Reference. AR 310-10.

2. Form. DA Form 2446-R (Request for Orders).

3. General. a. Special orders for the division are
published at the PSD. The issuance of other
routine orders will be in accordance with AR 310-10
and Procedure 11-5-5.

b. The majority of special orders affecting per-
sonnel of the units will be issued automatically as
personnel actions are approved. Special orders may
be requested from the battalion headquarters when
required by a unit. The battalion personnel stafi
NCO accumulates all requests for special orders and
forwards them daily to the PSD. The PSD has an
established schedule indicating the time of day that
& request must be received in order to appear on
that day’s special orders.

4. Procedure. a. Determine that a specizal order
1s actuslly required to effect the action desired.

(1) Refer to AR 310~10 for an explanation of
the usage and content of special orders.
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(2) Telephone the battalion personnel staff
NCO if there is any doubt concerning the
proper type of order required.

b. Prepare the request for the unit commander’s
signature in an original and 2 copies (fig. 11-5-4.1).

(1) Data concerning the lead lines is obtained
from AR 310-10 and varies according to
the type of order being requested.

(2) Daita to complete the responses is obtained
from the individual requ%sting the order.
This normally will be either the unit com-
mander or the first sergeant.

(3) The title of the order, transaction code,
and elements of the standard name line
are defined in AR 310-10.

¢. Upon completion of the request by the unit
commander—

(1) Remove 1 copy of the correspondence for
the unit suspense file (3-day).

(2) Forward the original and 1 copy to the
battalion headquarters.
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DATEOF REQUESYT

REQ"’E(SALE:OOBIQRDERS 1 December 1961
T €O, lst Bn, 19th Inf, Ft Miller,Utah|FROW:
C0, Co B, lst Bn, 19th Inf
Pt ¥iller, Utah
G, 99th Inf Div, Ft Willer, Utah
Attn: AG=PSD
PART |
NAME OF FORMAT (Pages 65 thar 216, AR 310-10) TC NUMBER
Duty Apn-~intment 350
PART 2l

STANDARD NAME LINE (SN‘L} (Pagea 219 and Fig 9, AR 310- 10)

LINGEN, THOMAS W 01923049 CAPT INF Co B 1st Bn 19th Inf, Pt Miller, Utal

PART Il - USE SELECTED FORMAT AS MODEL
YARIABLE AESPONSXS

LEAD LiINE fLL)

Apt to: Clasa A Agent

Eff date: 11 Dec 61

Pd: Indefinite

Purpose: Cash payment of troops of organization to which assigned
Auth: AR 37-103

Sp instr; Report to Post Finance and Aceounting Office, Rm 248,

Bldg ThO, NLT 20 Dec 61, for briefing on duties of
agent officer

e
REQUESTHER'S NAME { Typed or Printed) HGHATURE

THOMAS W. LINGEN, Capt, Inf, Commanding - N/

~ ‘p
L2 RS e A, :(7.._' v

DA 1 J'Ao:,:z 2446'R REPLACES N4 FNRM 2446-A. 1 BEP 81 wHICH 13 OBSOLETE,

Figure 11-6-4.1.

AGO 53834 11-177


SimS
Pencil

SimS
Pencil


AR 600-~-17

Procedure 11-5-5
UNIT ORDERS

1. Reference. AR 510-10.
2. Forms. None.

3. General. a. Unit orders are the only type of
routine orders issued by the company. In com-
panies assigned to a division or separate brigade,
unit orders are issued for five purposes:

(1) Assumption of command.

(2) Appointments to temporary E—4 and
permanent E-3.

(3) Reduction from E~3 to E-2.

(4) Assignment of additional duties within
the company.

(5) Authorization to ration separately (if
authorized by local command policy).

b. Assignment to, or changes of, principal duty
will be announced in special orders.

4. Procedure. a. Unit orders are numbered in
chronological sequence by calendar year., The first
order issued in any calendar year will bear a nota-
tion above the heading of the first page showing
the number of the last order issued the preceding
year. ‘

b. No more than one unit order may be issued on
any one day except in the case of assumption of
command. In this case a separate unit order will be
issued.

¢. Each action is announced in a separate para-
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graph. Paragraphs are numbered only if there are
two or more.

d. Orders may be typed or reproduced mechan-
ically (such as mimeograph) on 8- x 1014-inch paper.
Typed orders will be printed on one side only.
Others may be duplicated on both sides.

¢. Unit orders will be authenticated only by the
unit commander. If they are typed, all copies must
be signed.

J. Preparation, files and distribution.

(1) Unit orders will be prepared as prescribed
in section I, and paragraph 28, AR 310-10.
A sample unit order is shown in figure 11-
5-5.1. Formats for additional paragraphs
are found in appendix I, AR 310-10.

{2} A record and a reference file will be main-
tained by the company. When orders are
typed, the original will be placed in the
record file.

(3) Copies of orders will be furnished to each
affected individual, to the PSD, and to the
next higher headquarters, as required by
local directives. In addition, appointment
and reduction orders will be distributed as
required by Procedures 11-1-6 and 11-1-
7, where appropriate.

g. Unit orders will be corrected by the use of
amendatory paragraphs. The use of corrected
copies is not authorized.
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#* [Unit Order 52 is theé last of the series for 1961

cO B, 151 BN, 19TH INF
Fort Miller, Utah

UNIT ORDERS 3 January 1962
NUMBER 1l

1. TC 310. UP? Par (*) AR 624-200 fol indiv APPOINTSD #** (with their
consent) " (without their consent) to TIMP GR indic.

TO BE SPECIALIST FOUR (E4) MOS

UNDZ:WOOD, HALPH Te  RA 19300831 PFC E3 112.10
2. TC 350. PFollowing indiv APPOINTED:

BROWN, JOSEPH R. RA 19300193 MSGT ET

Apt tot Member of Unit Fund Council
Eff Dates 3 Jan 62

Pd: Indefinite

Purposer NA

Autar Par 6, AR 230-10

Sp Instr: None

3. TC 370. fol orders amendeds

8M0s  Par 1 Unit Orders 50, this Hy, 12 Dec 61

Pert tot UNDEKWOOD, RALPH T. RA 19300831 SP4 E4
As readss KA 19300831

IATR: WA 19300381

Dh rorsas 0P g7
THOMAS We LINGEN

Captain, Inf

Commanding

* BEnter appropriate paragraph and subparagraph from AR 624-200.
*¥* Use for lateral appointment only- LL DORt must also be shown.

Figure 11-6-5.1.
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